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What the Reviewers Said

Pogue is a clear and gifted writer whois able to cut through the technobabble and show the
reader how to solve problemsandget stuff done. The Missing Manualis an ideal companion
for both first-time XP users and more experienced users whofind themselves flummoxed by
the software.

—Larry Blasko, Associated Press

A visit to www.missingmanuals.com can offer instantrelief to headaches generated by mount-
ing XP glitches. David Pogue, a columnist for The New York Times and the genius behind the
Missing Manual series of books, has adapted his easy-to-follow, humorous style of writing
to help us survive our often-exasperating bouts with computer mania. Thisis an extremely
easy-to-follow guide to everything you need to know about Windows XP without insulting
ourintelligence, as we sometimesfind in the ‘Idiots’ or ‘Dummies’series of books, giving us
step-by-step solutions to our problems. :

—Mike Berman, Scripps Howard NewsService

A masterful treatment ofWindows XP, written in a direct andlivelystyle.
—Ed Laskowski, The Vista PC Journal

L enjoyed following the pages in this sensibly written guide.It is the way to go for first-time
and intermediate PC fans. The author’s warm,witty, and jargon-free writing style is applied
to every nook of Windows XP.

—Sam Gardner, PC News

[This bookis] outstanding in the wayit presents its subject matter and in the amountofmate-
rial it covers, yet managesto presentit all in an easily understood manner. If you are looking
for a good book on WindowsXP,this is it. 1 highly recommendit for beginners as well as for
more advanced users, for the learning of Windows XP as well as for troubleshooting.It is
truly ‘the book that should have been in the box’ and will help you get the most out of your
Windows XP computer.

—Gerhard R. Fischer, Charlotte Bytes

This book will help first-time and intermediate PC fansgreatly, andit has enough depth to aid
experienced Windowsusers, too...Sinceit stays clear of jargon, and does an excellent job of
explaining any technical termsit has to use, a beginner should have no problem understand-
ing the material.

—Bob Esch, The Databus

If you've ever struggled with XP (andif that’s the OS on your notebook or desktop, youre
lyingifyou say you haven't), this book offers rock-solid advice as wellas terrific tips on every
crumb XP has to offer.

— Michael Cahlin, Emerging Tip World
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introduction

First, there were the home versions: Windows 95, Windows98, and Windows
Me. These were the Windowsfor everyday individuals. They were compatible

with just about everythingonearth, including gamesofevery description—but where
stability was concerned, they weren't what you'd call Rocks of Gibraltar,

k= years, the evolution of Microsoft Windows ran along twodifferent tracks.

 
 
 
 
 
 
 
 

 
 
 

 
 
 

 

Second, there were the corporate versions of Windows: Windows NT and Windows
2000. These versions ofWindowsrarely froze or crashed, and they featured industrial-

». strength security. However, they weren’t anywhere near as compatible as the home
.- versions ofWindows.Ifyou tried to run the Barney the Dinosaur CD-ROMatwork,

-: for example, you were out of luck (if not out of a job).

This schizophrenic approachto the evolution ofWindowsentailed its share of draw-
backs. It meant twice as much engineering effort for Microsoft, twice as much tech-

“-) support knowledge by computer companies, and twice as much workfor software
. companies, which had to ensure compatibility with both systems. It wasn’t even so

_. great for you, the PC fan, because you had to worry about compatibility with each
_~ piece of software you bought, Anditwasentirely possible to get confused whensitting
me downiin front of a PC runninga different version of Windows.

The goal of Windows XP was simple: Combine the twoversions of Windowsinto a
single new operating system that offers the best features of both.
Fot ‘the most part, Microsoft succeeded. Endingthe era of dual operating systems
offersboth you and Microsoft huge simplicity benefits—now there’s only one operat-
ing system to learn, discuss, and troubleshoot,It also offers a big payoff to hardware
andsoftware manufacturers, who now have to ensure compatibility with only one
operatingsystem.
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Ifyou're used to one of the home versions, you may be surprised by some ofthe result-
ing changes; underthe colorful, three-dimensional new skin of Windows XP Home
Edition lurks Windows 2000, which includes someofits beefy security features. This
book will help you get through them.

If you're accustomed to Windows2000 or WindowsNTT,you'll probably be happyto
hear that XP Professionalis built on the same bulletproof frame. All you have to get
used to are XP’s greater compatibility with a wide range of hardware and software,
and Windows’ new look (and even that can be turned off, if you like).

Either way, you've entered a new age:the unified Windowsera. Now you, Microsoft,
and software companies can get usedto the notion that everybodyis using the same
Windows.(‘There arestill two different editions of Windows XP —Professional and
HomeEdition—butthey’re notreally two different operating systems, as noted on
page 14.)

About This Book

Despite the many improvements in Windows over the years, one feature hasn't im-
provedabit: Microsoft’s decumentation.In fact, with Windows XP, you get no printed
user guideatall. To learn about the thousandsofpieces ofsoftware that make up this
operating system, youre expected to read the online help screens.
Unfortunately, as yowll quickly discover, these help screensare tersely written,offer
verylittle technical depth, and lack examples andillustrations. You can’t even mark
your place, underline,or read them in the bathroom, In Windows XP, manyofthe help
screens are actually on Microsoft’s Website; you can’t see them without an Internet
connection. ‘Too badifyou're on a plane somewhere with your laptop.

The purposeof this book,then,is to serve as the manual that should have accompa-
nied Windows XP Pro.In these pages, you'll find step-by-step instructions for using
almost every Windowsfeature, including those you may not even have quite under-
stood,let alone mastered.

Windows XP Pro: The Missing Manualis designed to accommodate non-professional
readers at every technical level. The primary discussions are written for advanced-
beginner or intermediate PC users. But if youre a first-time Windowsuser, special
sidebararticles called Up To Speed providethe introductory information you need
to understand the topic at hand.If you're an advanced PC user, on the other hand,
keep youreye outfor similar shaded boxes called Power Users’ Clinic. They offer more
technical tips, tricks, and shortcuts for the veteran PC fan.

Service Packs
As you probably know, Windowsis a creature that constantly evolves. Every few weeks,
Microsoft issues another bundle of tiny patches: drivers for new add-ons, patches
for bugs, seals for newly discovered security holes, and so on. (Automatic Updatesis
responsibleforinstalling them; see page 331.)
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' But once a year or so, the company rolls all of these minor updates into one mama
patchcalled a Service Pack. Thefirst one, Service Pack 1, waslargely designed to comply
with the U.S. Justice Department’s antitrust decree (page 179}. The second, Service
Pack 2, debuted in the fall of 2004 and was far more important; it was designed to

make Windows more secure against the sort of Internet attacks that was making life
tniserable for the PC faithful (Chapter 10),

Your PC may have one, two, or noneof these service packs. To find out, open your
-. Start menu: right-click My Computer; and choose Properties from the shortcut menu.
“You'll see the label “Service Pack 1”or “Service Pack 2” ifyou have them.(If you have
~ §P2, you also have SPI.)

~Aboutthe Outline
“This bookis divided into six parts, each containing several chapters:

7 . - Part 1, The Windows XP Desktop, covers everything you see on the screen when
“you turn on a Windows XP computer: icons, windows, menus, scroll bars, the

oo) Recycle Bin, shortcuts, the Start menu, shortcut menus, and so on.

|+Patt2, The Components of Windows XP, is dedicated to the proposition that an
" operating system is little more than a launch padforprograms. Chapter5 describes
how to work with applications in Windows—launch them, switch among them,
; swapdata between them, use them to create and openfiles, and so on.

This part also offers an item-by-item discussion of the individual software nug-
-: géts that make upthis operating system. These includenotjust the items in your

Control Panel folder, but also the longlist of free programs that Microsoft threw
2“in: Windows Media Player, Movie Maker 2, WordPad, and so on.

nee Part 3, ‘Windows Online, coversall the special Internet-related features of Win-
oo “dows, including the wizards that set up your Internet account, Outlook Express
ue“(for email), Internet Explorer 6 (for Web browsing), chatting or videoconferencing
with MSN Messenger, and so on.It also helps you fortify your PC, using Service
°°Pack 2 and the Windows Firewall.

__*Part4; Plugging into WindowsXP, describes the operating system’s relationship
2 withequipment you can attach to your PC—scanners, cameras, disks, printers,

. cand so on, Special chapters describe faxing, fonts, troubleshooting your PC, and
o. preventing problems from even arising.
. Patt5, Life on the Network, honors the millions ofhouseholds and offices that now

contain more than one PC. Ifyou work at homeorina small office,these chapters
showyou howto build your own network; ifyou workin a corporation where some

: highly paid professional network geek is on handto do the troubleshooting, these
_ chapters,show¥you how to exploit XP Pro’s considerable networking prowess.

 

 
 

 
“Attheendofthe book, three appendixes provide guidancein installing this operating
system,a menu-by-menuexplanation of the Windows XP Pro desktop commands,
and:anintroduction toto editing the Registry.
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About—These—Arrows

Throughoutthis book, and throughoutthe Missing Manual series, you'll find sentences
like this: “Open the Start>My Computer—Local Disk (C:)->Windowsfolder” That's
shorthand for a much longerinstruction that directs you to open three nested icons
in sequence,like this: “Click the Start menu to open it. Click My Computer in the
Start menu.Inside the My Computer window is a disk icon labeled Local Disk (C:);
double-click it to open it. Inside that windowis yet another icon called Windows.
Double-click to openit, too.”

Similarly, this kind of arrow shorthandhelpsto simplify the business of choosing
commands in menus, as shown in Figure I-1.

Figure I-17
in this book, arrow notations
help to simplify folder and menu
instructions, For example,
“Choose Start—All Programs
AccessoriesNotepad” is a more
compact wayofsaying, “Click the
Start button. When the Start menu
opens, click All Programs; without
clicking, nowslide to the right onto
the Accessories submenu;in that
submenu, click Notepad,” as shown
here.
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 About Shift-Clicking
Here’s anotherbit of shorthand you'll find in this book (and others): instructionsto
Shift-click something. That meansyou should hold down the Shift key, and then click
before releasing the key. If you understand that much, the meaning of instructions
like “Ctrl-click” and “Alt-click”should beclear.
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About MissingManuals.com
You're invited and encouraged to submit corrections and updatesto this book’s Web
page at www.missingmanuals.com. (Click the book’s name,and then click the Errata
link.) In an effort to keep the book as up-to-date and accurate as possible, each time
we print more copies of this book, we'll make any corrections you've suggested.

Even ifyou have nothing to report, you should check that Errata page now and then.
That’s where we'll posta list of the corrections and updates we’ve made,so that you
can mark important corrections into your own copyof the book,if you like.

In the meantime, we’d love to hear your suggestions for new books in the Missing
Manualline. There's a place for that on the Website, too, as well as a place to sign up
for free email notification of new titles in the series.

 

 
 
 
 

 
 
 

 
 
 

 
 
 
 
 

 
 
 
 
 
 

 

 

The Very Basics

To get the most out ofWindowswith theleastfrustration,it helps to be familiar with
the following concepts andterms.Ifyou're new to Windows, be prepared to encoun-

co.) ter these words and phrases over and over again—in the built-in Windowshelp,in
fare computer magazines, and in this book.

_. Windows Defined
-, Windowsis an operatingsystem, the software that controls your computer. It’s designed
. to serve youin several ways:

cs It’sa launchingbay.At its heart, Windowsis a homebase, a remote-controlclicker
"that lets you call up the various software programs(applications) you use to do

workor kill time. When you get right down toit, applicationsare the real reason
oe _ you bought a PC.

aS Windows XP is a well-stocked software pantry unto itself; for example, it comes
~~ with such basic programsas a Web browser, email program, simple word processor,
.- andcalculator. Windows XP comes with eleven games, too, several of which you

- ean playlive against other people on the Internet. (Chapter 6 covers all of these
"freebiePrograms. )
. If:youwerestranded ona desert island, the built-in Windows XP programs could
. suffice’ foreveryday operations. But if you're like most people, soonerorlater,

you'll buyarid install more software. That’s oneof the luxuries of using Windows:
~ Youcan choose froma staggering numberof add-on programs, Whetheryou're a
: left-handed.beekeeper or a German-speaking nun, some company somewhereis
sellingWindows software designed just for you,its target audience.

: filecabinet. Every application on your machine, as well as every document
you create, isrepresented on the screen byan icon (see Figure I-2), You can ofganize

: theseiicons into little onscreen file folders. You can make backups(safety copies)
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by draggingfile icons onto a floppy disk or blank CD,or send them to people by
email. You can also trash icons you no longer need by dragging them onto the
Recycle Bin icon.

 

 

  
  

 
 

Figure §-2:
ae Your Windows world revolves around icons, the tiny pictures that represent your

My Computer Congress Sunset.jpg Programs, documents, and various Windows components. From left to right: the
phone kist.doc icons for your computeritself, a wordprocessing document, a digitalphoto (a

JPEG document), a word processor program (Word), and a CD-ROM inserted
into your computer.

 2 

 
 

 

  
 
 

 
 
 
 
 
 
 
 

 
 

Microsoft Word Backup CO
 

» It’s your equipment headquarters. What you can actually see ofWindowsis only
the tip of the iceberg. An enormous chunk of Windows is behind-the-scenes
plumbing that controls the various functions of your computer—its modem,
screen, keyboard,printer, and so on.

The right mouse button is king
One of the most important features of Windowsisn’t on the screen—it’s under your
hand. The standard mouse has two mouse buttons. You use theleft oneto click but-
tons, highlight text, and drag things around on the screen.

When youclick the right button, however, a shortcut menu appears onscreen, like the
ones shownin Figure I-3. Get into the habit of right-clicking things—icons, folders,
disks, text in your word processor, buttons on your menu bar, pictures ona Web page,
and so on. The commandsthat appear on the shortcut menu will make you much
more productive and lead you to discover handy functions you never knew existed.

Figure §-3: |
Shortcut menus (sometimes
called context menus}
sometimes fist commands
that aren't in the menus at the
top of the window. Here, for
example, are the commands
that appear when you right-
click a folder (left) and some
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| Oolete FA ayperins.. processor(right). Once the
Reneeeee [ag porn“t shortcut menu has appeared,

properties pin: enonyms : left-click the command you
|anmnaceeenienmresersneneetit coc Select Text with Similar Formatting & want.
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 This is a big deal: Microsoft’s research suggests that nearly 75 percent of Windows Seere
users don’t use the right mouse button, and therefore miss hundreds of timesaving
shortcuts. Part of the rationale behind Windows XP’s redesign is putting these func-
tions out in the open. Even so, many moreshortcuts remain hidden under yourright
mouse button.

     
 

 
 
 

  Tip: Microsoft doesn’t discriminate egainst feft-handers...much. You can swap the functions of the right
and left mouse buttons easily enough.

  in the Control Panel window {page 249), open the Mouse icon. When the Mouse Properties dialog box
opens, click the Buttons tab, and turn on the “Switch primary and secondary buttons” checkbox. Then click
OK. Windows now assumes that you want to use the /eft mouse button as the one that produces shortcut
menus.

 
  

   
 

 Wizards = Interviews

Awizardisa series of screens that walks you through the task you're trying to complete.
Wizards make configuration andinstallation tasks easier by breaking them down into
smaller, more easily digested steps, Figure [-4 offers an example.

 
  
  
 
 
 
 

 
 
 
  

Figure I-42
Wizards (interviewscreens) are
everywhere in Windows. On each

_ of the screens, you're supposed
_ to answer a question about your

:. computer or your preferences, and
* then click a Next button. When you

’ ¢lick the Finish button on the final

screen, Windows whirls into action,
automatically completing the instal-
lation or setup.
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There’s more than one way to do everything
No matter whatsetting you wantto adjust, no matter what program you want to open,
Microsoft has providedfive orsix different ways to doit. For example, here are the
various ways to delete a file: press the Delete key, choose Delete from the File menu
at the top of a window,drag thefile icon onto the Recycle Bin,or right-click thefile
name and choose Delete from the shortcut menu.

Pessimists grumble that there are too many paths to every destination, making it
much more difficult to learn Windows. Optimists point out that this abundance of
approaches meansthat almost everyone will find, andsettle on,a satisfying methodfor
each task. Whenever you find a task irksome, remember you have other options.

You can use the keyboard for everything
In earlier versions of Windows, underlined letters appeared in the names of menus
and dialog boxes. These underlines were clues for people who foundit faster to do
something by pressing keys than by using the mouse.
The underlines are hidden in WindowsXP,at least in disk and folder windows(they
still appear in your individual software programs). If you miss them, you have two
options:

+ Make them comebackfull-time, using the control panel’s Display program {see
page 261).

* Make them reappear only when you summon them—bypressing the Ait key, Tab
key, or an arrow key whenever the menu baris visible. (When operating menus,
you can release the Alt key immediately after pressing it.) In this book, in help
screens, and computer magazines, you'll see key combinations indicated like this:
Alt+S (or Alt+ whatever theletter key is).
 

Figure §-5:
Here's how you mightprint two
copies of a document without
using the mouse at-all. First,
press Alt+F, which opens the File
menu (left). Then type the letter
P. which represents the Print
command. Now the Print dialog
box appears (right). Press Alt+C
to highlight the Copies box, type
the number of copies you want,
and then press Enter to “click”
the Print button. (The Enter key
always means, “Click the default
button in the dialog box—the one
with a shadowed border.")

Add Printer
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Tip: Pressing the Windows logo key (next to the Alt key on most recent keyboards) opensthe Start menu
afid tums on its little underlines. Microsoft assumed, logically enough, thatif you're enough of a keyboard
lover to have opened the Start menu from the keyboard, you're probably going to want to use the keyboard
to trigger the commands sn the Start menu, too.

Once the underlinesare visible, you can open a menubypressing the underlinedletter
(F for the File menu, for example). Once the menuis open,press the underlinedletter
key that correspondsto the menu command you want. Or press Esc to close the menu
without doing anything. (In Windows, the Esc key always meanscancelor stop.)

Tfchoosing a menu command opensa dialog box, you cantriggerits options,too, by
“.-. pressing Alt along with the underlinedletters, (Within dialog boxes, you can’t press
andrelease Ait; you have to hold it down while typing the underlinedletter.)

: “Agshown in FigureI-5,it’s a rare task indeed that you can’t perform entirely from
2) the keyboard.

You could spenda lifetime changing properties
Youcan’t write an operating system that’s all thingsto all people, but Microsoft has

“gure tried. You can change almost every aspect of the way Windowslooks and works.
“Youcan replace the gray backdrop ofthe screen (the wallpaper) with your favorite
.- photograph, change the typeface used for the names of youricons,or set up a par-

nob ticular program to launch automatically every time you turn on the PC.
4 os When you want to change some generalbehavior ofyour PC,like how it connects to the

: Internet, how soonthe screen goes black to save power, or how quicklya letter repeats
whennyou hold down a key, you use the Control Panel window (see Chapter8).

 

 

 
  

 
 
 
 
 
 
 

 
 
 
 
 

 
 

  

: Figure #6;
-" Onequick wayto find out how
es much spaceis left on your hard
codrive is to right-click the cor-

responding icon and choose the
“} Properties command(left). The
: Properties dialog box appears
“Stght}, Featuring a handy disk-

Space graph.
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Manyothertimes, however, you may wantto adjust the settingsofonly one particular
element of the machine, such as the hard drive, the Recycle Bin,or a particular ap-
plication.In those cases, simply right-click the correspondingicon.In the resulting
shortcut menu, you'll often find a commandcalled Properties. When you click it, a
dialog box appears containingsettings or information about that object, as shown
in Figure 1-6.
itt

Tip: As a shortcut to the Properties command,just highlight an icon and then press Alt+Enter.  

It’s also worth getting to know howto operate tabbed dialog boxes, like the one shown
in Figure I-6. These are windowsthat contain so manyoptions, Microsoft has had to
split them up into separate panels,or tabs. To reveal a new setof options, just click a
different tab (called General, Tools, Hardware, Sharing, Security, and Quotain Figure
1-6). These tabs are designed to resemble the tabs at the top offile folders.
  

Tip: You can switch tabs without using the mouse by pressing Ctrl+Tab (to “click” the next tab to the right)
ot Cirl+Shift+Tab (for the previoustab). 

Every piece of hardware requires software
When computer geeks talk abouttheir drivers, they're not talking about their chauf-
feurs (unless they’re Bill Gates); they're talking aboutthe controlling software required
by every hardware component of a PC.

The driver is the translator between your PC’s brain and the equipmentattached to
it: mouse, keyboard, screen, CD-ROM drive, scanner, digital camera, palmtop, and
so on. Without the correct driver software, the corresponding piece of equipment
doesn’t workatall.

When you buy one ofthese gadgets, you receive a CD containing the driver software.
If the included driver software worksfine, then great. If your gadget acts up, how-
ever, remember that equipment manufacturers regularly release improved (read:less
buggy) versions of these software chunks. (You generally find such updates on the
manufacturers’ Websites.) :

Fortunately, Windows XP comeswith drivers for over 12,000 components, saving you
the trouble of scavenging for them on a disk or on the Internet, (That's one of XP's
big advantages over Windows 2000, which was driver-poor by comparison.) This
gigantic library is the heart of Microsoft’s heavily advertised Plug and Play feature
(Chapter 14), which lets you connect a new gadget to your PC without even thinking
about the driver software.

It’s not meant to be overwhelming
Windowshas an absolutely staggering array of features. You can burrow six levels
down,dialogbox through dialog box, and never cometo the endofit. ‘There are enough
programs, commands, andhelp screensto keep you studyingthe rest of yourlife.
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"Ws crucial to remember that Microsoft’s programmerscreated Windows in mod-
oe ~ulesthe. digital-photography team here, the networking team there-—-with dif-
ae ferent audiencesiin mind. The idea, of course, was to make sure that no subset of

~ potentialcustomers wouldfind a feature lacking.
- But ifyyoudon’t havea digital camera, a network, or whatever, there’s absolutely noth-
‘ing wrong with ignoring everything you encounter on the screen thatisn’t relevant

~" to:your: setup and work routine. Even Bill Gates doesn’t use every single feature of
on Windows XP.

a ‘What'sNew in Windows XP
a WindowsXP is the most dramatic Windows overhaul since the introduction of

“Windows 95.As noted earlier, Microsoft wanted to mergeits homeline(the friendly
~ butcranky Windows 95, 98, and Me) with its corporate line (the unattractive but
\ ; rock-solid Windows NT and 2000)into a single, unified operating system that offers

_ thebest of both.

oe But this flowing of two streams into a single mightyriveris only the beginning. Some
- ofthefollowing features will seem new only if youre used to Windows 2000, and
. others’only if you're coming from, say, Windows Me. Therest of this section is an

overview of the other goodies WindowsXP offers.
aStability

The biggestnenewsinn Windows XPis that it’s based on Windows 2000. Its features,
includingprotected memory (if one program crashes,it isn’t allowed to poison the
well ofmemotythat other programs use) and strong network security features, give
youvastly improvedstability. In fact,it’s possible to go for weeks without having to
‘restart a crashedPC (as opposedto daysor, well, minutes with Windows Me). That’s
‘hot to saytthatindividual programs don’t still bomb now and then—they do—but
theynolonger take down your whole computer.

 

‘Here 5whatelseMicrosoft has done to make your PC marestable: 

SystemFile Protection. Before Windows XP (and Me), the installer for some new
_ piece of software might have replaced some important Windowsfile with an older
5 ‘version, resultingiin instability or crashes. When an installer tries to do that in

Windo sXB,it getsthe doorslammedin its face. 
 
 
 
 
 
 

 
 

 

rs € ifits installeris unableto replace the componentit wants to replace,
v softwaremight notrrun. However, thanks to System FileProtection, youll

oT tcve WindalieXP memorizes the condition of its own system files be-
you performanykind ofinstallation, Ifyou find your PC doesn't work properly

after:installingsome new pieceof software, you can “roll back” your computerto
tsearlier, healthy condition. Once again, you've just undone the installation, so

can’tusethat new pieceof software or equipment, but you've also saved lots
tietroubleshooting,System Restore is a quick alternative to trying to return
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your machine,step by step, to the wayit was before things went wrong. Bear in
mind,though,that System Restore car’t recover or monitor any changes to your
ownfiles (documents, email, and so on)—only system files and programs.
Morecareful driver management. As noted above, you need driver software for
every componentof your PC. WindowsXP interrupts you with a warning mes-
sage whenever someinstaller tries to putan incompatible driver onto your system,
Andif that roadblock fails, you can use the Driver Rollback feature (page 453} to
restore any driver that got replaced by a flakier one.

AutoUpdate. Like any software company, Microsoft regularly releases small
fixes, patches, and updates to Windows. In the old days, it was your job to read
the magazines or scan the Websites for news aboutthese updates. Windows XP
takes over that task for you; whenever you're connectedto the Internet, Windows
invisibly sneaks over to the Microsoft Website, checks for updates to your soft-
ware components, downloads anythatit thinks you need, and pops up a window
offering to install the patch for you. (You can turn off this feature if it feels too
muchlike Big Brother.) See Chapter 16 for details.

A Cosmetic Overhaul
‘As you’ve probably discovered already, Windows XP looks much more modern and
colorful thanits cosmetically challenged predecessors. The taskbar and window bor-
ders are now a shimmering, backlit blue; the redesigned icons have a 3-D shadowed
look; tiny animationsliven up the desktop; and the Recycle Bin is now in the lLower-
right corner, as thoughit’s the period at the end of a screen-size paragraph.
Other functional and cosmetic enhancements:

+ When the taskbar gets crowded, it now automatically consolidates the window
buttons of each program.If you’re working on six Word documents, you might
see just a single Microsoft Word button on the taskbar, which you can use as a
pop-up menuto switch to a specific document.

+ The Start menu is now a better-organized, two-column affair—trecently used
programsarelisted in the left column, and everything else (My Documents, My
Computer, Control Panel, Search, and so on) is in the right.

- The Control Panel can openin twodifferent views:either as a window full of icons,
as before (Classic View), or in tidy function-related categories (Category View).
‘The beginning of Chapter 8 makes this new setup clear.

» There mustbe a neat freak on the XP design team, because Windows XPis prac-
tically obsessive about keeping your desktop and taskbar clear of clutter. A new
installation of Windows XP presents you with an immaculate desktop graced by
only a single icon,the Recycle Bin. (Of course, computer companies may still install
desktop icons on new PCs.) The software even interrupts you every few weeks,
offering to sweep awayrarely used desktop iconsinto a special folder. Similarly, the
notification area (once called the taskbartray) hideslittle buttons that you rarely
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use (page 92). If it could, Windows XP would reach out to pluck bits of spinach
from your teeth.

Bythe way,if you don’t care for the XP cosmetic changes, you can turn them off se-
lectively, which makes your desktop look and workjustas it did in previousversions
of Windows (you'll find instructions throughout this book in special boxes labeled
“Nostalgia Corner”). You can also turn off the various animations, drop shadows, and
other special effects for a measurable speed boost on slower PCs (see page 297).

Pictures, Music, and Movies
Windows XP gets a gold star for its new picture, music, and movie features. For ex-
ample, the simple act of plugging a digital camera into your PC opensa dialog box
that offers to transfer your photos from camera to hard drive.

Windows XP comes with version 8, 9, or 10 ofWindows Media Player (depending on
when you got your copy), which lets you play movies, Hsten to distant radio stations
over the Internet, burn music CDs, and transfer music files to your portable MP3
piayer. Chapter 7 tells all.

- Miscellaneous Touch-Ups
oo. Nips and tucks are everywhere in Windows XP. For example:

: : - * XP machines start up and wake up faster than in previous Windows versions.

8 ' Desktop windows now offer a left-side task pane (Figure 1-7) that offers one-click
“access to jobs you might need to do.

:. Aigure 1-7:
° "Thenew task pane commands
are sometimes extremelyie

“useful (“Set as desktop

-\@ picture file). Othertimes,
they're invitations to send
“money to Microsoft anditsmn

Tightrape. wre...
i Mone f sENew Stories ihighivay Blues). tes

_ partners (Shop for music on- eePlay al : Little Gray Box.wma.
celine.”Orderprints online”), B®Shop For tite onli 5 the Nl
“ dn-anyfolder containing photo Bo oe
ormusic tiles, like the MP

les showin Here, controls
appearthatlet you conduct
a slide show, or a concert of
‘Your MP3 files, right there on

édesktop.-:- Ds

desktop, ini bee
ComeLie With Memo.

@ulBeethoven's Symphony No. 9...
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» WindowsXP comes with Internet Explorer 6, an upgradedWeb browserthatoffers
better security features and a couple ofnifty picture-viewing options (Chapter
11).

: XP offers a few useful technologies expressly for laptop owners, including ClearType
(for easier-to-read text on flat-panel screens) and improved battery manage-
ment.

+ Frightened Web users can take some comfort in XP’s new,built-infirewall software,
which blocks hacker invasions from the Internet (Chapter 10).

+ Windows Messenger lets you exchange instant messages with people on your
MSN,Hotmail, or Windows Messenger “buddylist” over the Internet. If your PC
has a microphoneand speakers, you can alsotalk to yourpals toll-free. Windows
Messenger even turns your PC into a videophone,if it has a video camera.

+ Remote Assistance meansthat, in times of troubleshooting, you can extend an
invitation to someonegeekier than yourself to see, and even take control of, your
PC from across the Internet. For anyone who’s everlived through the exasperating
experience of trying to troubleshoot a friend’s computer over the phone (“Now
do you see a message on the screen? Whatdoesit say? No, no, that’s the Recycle
Bin...”}, this is a big deal.

Professional Edition vs. Home Edition

It’s mostly true that there’s really just one Windows XP, TheProfessional and Home
editions look alike, generally work alike, and are based on the same multigigabyte
glob of software code.

But as with a pizza, insurance policy, or Toyota Camry, you can pay a little more for
a few extras. Buying the Professional Edition equips you with these goodies. Many
of them are interesting primarily to professional corporate network nerds,butall are
described in this book:

* Remote Desktop. If your XP Pro machine has a permanent Internet connection
(like a cable modem or DSL), you can connect to it from any other Windows
machinevia the Internet (or office network). You can see what’s onits screen and
manipulate what you find there—a great feature when you're traveling with a
laptop.

: Corporate domain membership. XP Pro computers can be part of a domain-~a
group of networked computers, usually in big corporations (Chapter 19), that
system administrators can maintain as a unit. Computers running the Home
Edition can’t join a domain and aren’t affected by the changes the administrator
makes to the domain settings.

* Administrative shares. Windows XP Pro creates several shared folders for use by
administrators and operating system services that manage the computer environ-
ment on the network. For security reasons, and to make it impossible for some
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clueless worker bee to delete essential files, XP Pro doesn’t give everyday employees
access to these folders.

Remote Installation Service (RES). RES is a technical process that helps adminis-
trators install operating systems and software via the network without having to
physically visit each computer.

Acknowledgmentof high-horsepowerchips. If your computer has multiple pro-
cessors inside, or the Intel Itanium processor, only XP Pro exploits them.

Offline files. This feature lets you “sign out”certain files and folders when you're
aboutto leave the office with your laptop. When youreturn, the documents you've
edited are automatically copied back to their starting places on the network.

Roamingprofiles. This feature lets you sit down at any PC on theoffice network,
log on, and see your own personal desktop, even though you're not at your own
personal PC.

.
Group andlocal policy settings. Group policies let administrators set up various
groups on the network domain (one for Marketing, one for Accounting,as so on).
That way, the administrator can apply the same security and managementsettings
to all employees in that group, in one fell swoop. 

 
 
 
 
 

 
 
 
 

 
 

 
 
 

 

Local group policies let administrators customize and fine-tune the underlings’
PCs. For example, the admin can prevent you from using certain programs(like
chat programs) and specify what your Start menu and taskbar looklike. (If a lo-

2. cal group policy conflicts with a network domain group policy, the group policy
2) usually wins.)

Polyglot heaven. You can make Windows XP change the languageit uses for dialog
i. boxes, menus,help files, dictionaries, spelling checkers, and so on. Microsoft refers
:. to this feature as the Multilingual User Interface. Over 60 languages are included in
- both versions of Windows XP, but only XP Pro includes a toolbar (the Language
-bar) that lets you change the language on your computerat any time.

sthem, so that not even the most diligent spy or hacker can open them.

* NTFS Permissions. XP Pro gives you muchgreater control over who {in your home,
“school, or office) can access which files, folders, or programs—whether over the
“network or when logging in directly. Details in Chapter 17.

Internet Information Services (IIS). XP Pro can turn your PC into a Web, mail,
andFTPserver usingthis software.(This feature maybe familiar to Windows2000
ans.)

Dynamic disks. If you have more than one harddrive, you can set up XP Pro to
reat them all as single massive disk. (Details in Chapter 15.)
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+ File protection.In XP Pro, you can protect individual files or folders by encrypting |
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The Dark Side of Windows XP

Despite all of the improvements, Windows XP doesn’t come withoutits share of
controversy. Let us count the ways in which the new operating system has raised
eyebrows and hackles.

Security Holes
Sincethefirst edition of this book—in fact, since WindowsXP itself first appeared—
the landscape ofWindows computinghastaken a disconcertingjolt toward the nasty.
Almost everyone connected to the Internet has encountered one or moreof these
upsetting no-fun creations:

* Viruses. Online lowlifes write hundreds ofnew viruses and Trojan horses each year,
each designed to gum up the works in Windows for as many people as possible.
Viruses are getting more damaging, more frequent, and more expensive to clean
out once your PC is infected.

: Spyware. This relatively new category of evilware gets downloadedto your hard
drive secretly, piggybacking on some more legitimate download, You might think
you're downloading a perfectly safe game,but it actually contains a secret program
that runs without your knowledge. It may monitor what youtype, it mayserveas
a remote-control tool for hackers, or it may actually send files and information
from your PC back to whoever created the spyware.

+ Hackerattacks. Hackers aren't especially interested in your grocerylists andletters
to Congress. Instead, they prefer to use automated sniffing software that looksfor
unprotected PCs.If they get into yours, they can turn your PC into a relay station
that makesit harder for authorities to trace their hacking exploits.

Fortunately, Microsoft has taken a strong step toward shielding you from this kind of
unpleasantness by creating Service Pack 2. As youll find out in Chapter 10, Service
Pack 2 makes it much harder for the scum of the Net to unleash viruses, spyware,
and hacking attacks on you.

Service Pack 2 is far from perfect, however. In the end,the responsibility for protecting
your PC falls on you—and Chapter 10 gives you the information you need to doit.

Activation (Copy Protection)
Windows XP marks thefirst time Microsoft has ever copy-protectedWindows, mean-
ing you can’t install Windows XP on more than one PC from the same CD. (Techni-
cally, the CDsareall identical. What youreally can’t use more than onceis yourserial
number.) If you have a desktop PC.as well as a laptop, you have to buy Windows XP
twice, and Microsoft will give you only a 10 percent discount on the secondcopy.If
you makethe attempt, the second PC refuses to operate after 30 days.

How doesit know that you're being naughty? When youfirst install Windows XP,
the operating system inspects ten crucial components inside your PC: the hard drive,
motherboard, video card, memory, and so on. All this information is transmitted,
along with the 25-character serial numberon the back ofyour Windows XP CD(the
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Product Key), to Microsoft’s database via your Internet account. The process takes
about two seconds, and involves little more than clicking an OK button. You have
just activated Windows XP.
 

Nefe: If you don’t have an Internet connection, activation is a much more grueling procedure. You haveto
call a toll-free number, read a 50-digit identification numberto the Microsoft agent, and then type a 42-digit
canfirmation number into your software. Do whateverit takes to avoid having te endure this fingertip-

numbing ritual. 

Later, if you try to install the same copy of Windows XP ontoadifferent computer,
Windows XP will check in with Microsoft and discover that the new machine's com-

ponentsaren't the same. It will concludethat you have tried to install the same copy
of the operating system onto a different machine——andit will lock you out.

 

 
 
 
 

 
 

 
 
 
 
 

 

. : This aspect ofWindows XP hasfrightened or enraged many a computerfan. In truth,
- though,it isn’t quite as bad as it seems. Here’s why:

| : fe IEyou buy anew PC with Windows XP alreadyinstalled, you don’t have to activate
“anything;it’s already been done.

moaa Copies ofWindowsXPthatare distributed within corporations don’t requirethisS_ activation business,either.

*Noinformation about you is transferred to Microsoft duringthis activation pro-(Gocony a list of the components in your PC makethetrip. (Later in the instal-
lation process, you're also askedto register your copy of Windows—a completely
different affair. This time, personal information is transmitted to Microsoft—but
‘thispart is optional.)

Don’tbelieve the Internet Chicken Littles who claim that activation will shut
down your PC if you try to upgrade the memory or another component. In fact,
_youwouldhave to replace four of the ten key components within a period of four
months—yout basic hardware-upgrade frenzy—before Windows XP stopped
‘Tecognizingyour computer. And even then, you couldjust call Microsoft to obtain

new activation number,

 

  Tip. Your p 'SShale toitself that Windows has been properlyactivated is stored in twolitdefiles called Wpa.
dbl-and: Wpabak. (They!re in your My Computer—sLocal Disk (C:)-Windows—sSystem32folder} If you
{ver decide to replace your hard drive, back up theselittle files before you remove your original drive. (Copy
hem. ontoafloppy, forexample.)

 
 

 
 

 

 

 

ferer installing the new hard drive and installing Windows XP onto it, copy the Wpa.dbl and Wha,
intoexactfythe samefolder. WindowsXPwill be perfectly content thatit’s running onalegitimate,

perlyactivatedcomputer.
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Privacy Concerns
Microsoft is making more ofan effort than ever to compile a massive databaseofits
customers. There’s nothing particularly sneaky aboutit, though, because Microsoft
collects this information only with your permission.

Here are three times when you'll be asked to send information back to Microsoft:

* Duringregistration. As notedearlier, registration means “sending your name and
address to Microsoft justafter starting up WindowsXPforthefirst time.” Register-
ing ensures that you'll be on Microsoft’s mailinglists, so you won't miss a single
exciting Microsoft marketing message. Fortunately,it’s optional,

+ After a crash orfreeze. Whenthings go really wrong with your software, Windows
XP, like Office XP beforeit, seeks your permission to send a bug report back to the
mother ship. No information about youis supposedto go alongfor the ride—only
a description of your PC and sometechnical specs that describe what was going
on at the timeof the crash. However,it’s technically possible for some scraps of
your document to show up in the report.

Microsoft collects these bug reports by the thousands.Its hope, of course,is that
it will be able to spot patterns that help pinpoint the causes of these crashes.

* Whenyou try to use one of the Internet features. Some of Windows XP’s most
attractive features, including MSN Messenger and Web page publishing, require
you to have a Passport—Microsoft’s form of Internetidentification. All you have
to reveal in this case is your email address. You can refuse, of course, but then
Microsoft won't let you tse those features,

Microsoft swears up and down thatit has no ulterior motives in compilingthis data.
Butif it makes you nervous,just decline in each case.

Microsoft Data Formats

Microsoft makes nosecret of the fact that it wants its own software technologies to
predominate,especially when it comesto the Internet and multimedia. For example,
Windows Media Player can’t understand QuickTime moviefiles or RealAudiofiles.

The situation has improved slightly over time. For example, the original Windows
XP didn’t include the Java software required by many Websites (because Java isn’t a
Microsoft technology), and Windows Media Player couidn’t even create MP3 files.
Fortunately, public pressure convinced Microsoft to restore Java in Service Pack 1
(page 179) and MP3-file creation in Media Player 10 (Chapter 7).
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CHAPTER

1

  
   

 en you turn on a Windows XP Pro computer for the first time, you may
think that you're simply seeing the traditional Windowsstartup process

7 asredesigned by a West Coast graphic designer.If it’s a new computer, you
mayy also receive a big hello from the companythat sold it to you. if you've just performed a clean installation of Windows XP (page 641), orif it’s a
brand-new PC, you may now be treated to a series of blue “Welcome to Microsoft
Windows”setup screens. This Setup Wizard guides you through setting wp an Internet
account, activating your copy ofWindows (page 16), setting up accounts for different
people who wiil be sharing this computer (page 513), and so on. Appendix A has a
complete description of this process,

 

 

 
 

 
 
 

 
 

 

Logging in

What happensnext in the startup process depends on which of XP Pro’s two “per-
cs’ sonalities” you're seeing, which is determined by what kind of network you're con-
=<. nected to.

 
; . Eager though you may beto divein, taking a minuteto learn the differenceis essential
ifyou hope to understand what appears on screen when youlog in and whyit may
“not match the examples you see online and in magazines and books.

Domains vs. Workgroups
~ Unlike Windows XP Home Edition, which was designed primarily for individuals to
“use, well, at home, Windows XP Pro serves two masters. Although it works very well
~-for home PCs,it’s also designed to thrive in massively networked corporations.
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As a result, Windows XP Pro has two distinct personalities, each of which presents
different features, a different logon sequence,and different levels of security. What you
get when youlog in depends on whatkind of network your PC is connected to:

* A domain network is a group of computers and other network gearthat’s centrally
maintained by an administrator, thanks to a special, master computer called a
domain controller. That highly paid professional can set up and troubleshootall
files and security settings on all domain PCs without having to visit each one in
person.

You, the employee, can generally sit down at any computer in the domain and
log on with your user name and password. At that point, you find the samefiles,
folders, and disks available to you as you did at your own computer. For more
information on domains, see Chapier 19.

 
> A workgroup is the kind of network in most homes and small offices: a small

cluster of machines connected via network cables or wireless cards, as described

in Chapter 18. Instead of enjoying central administration, as in a domain, you
have to configure all settings for accounts and shared folders independently on
each computer. If you have five PCs, and you'd like to be able to access all of their

   

 

 
 
    
  
  
  

  
 

  
 

  

 
 Figure }-8:

Top: When your computer is a member of
a network domain, you're probably greeted
by this message when you start up the PC.
To proceed, press Cirl-Alt+Del(a ritual that
may be familiar ifyou've used Windows
2000).

 

 

 320% Press Ctr-alt-Delete ta begin, Bottom: This is the Classic Logon dialog box,
which appears next Type your name and

Requiring this key combination at startup helgs keep your password andthen click OK of press Enter.
computer secure, For more information, click Help.
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files from across the network, you must set up an account for yourself (a name
and password) five times. (Clearly, workgroupsgetto be a real hassle as they grow
larger than about ten machines.)

 
As you readthis book,thisis the category you're interested in ifyour PC is at home,
sits in a small office, or isn’t part of any networkatall.
 

Fip: lf you're not sure whether your computer is a member of a werkgroup or a domain, choose Start
Control Panel--»System, and then click the Computer Nametab. Tais dialog box shows the name of your
computer and the name ofits domain or workgroup. 

Logging In, Continued
Newthat you know which XP Pro personality your computer has adopted, you can
see whythe login processisn’t the same for everybody.

: Ifyour PC connects to a corporate domain, you encounterthe startup box shown
in Figure 1-1. Press Cerl-Alt+Del to proceed to the “Classic” Logon dialog box.
Type your name in the User Name text box, type your password in the Password
text box, and then click OK (or press Enter). You arrive at the desktop.

* If your PC is part of a workgroup (or no networkatall), you may encounterthe
Welcome dialog box shown in Figure 1-2. Click your namein thelist, type your
password ifyou're asked forit, and click the little right-pointing arrow button (or

_ press Enter). You arrive at the desktop.

. Figure 1-2:
- #F there are several
| gecéunts on a stand-

- dlofie or workgroup
PPC=that is, ifmare
"than one person uses
“jb each with his own

eaccountthe machine
“) presents this screen

ooES ceach time you turn it
“EonSee Chapter 17

formuch more on this

business of user ac
= counts-and logging in.
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* If it’s a standalone PC that nobodycise uses, no big deal. You arrive at the Windows
XP desktop.
 

Tip: Rathergo straight to the desktep withoutclicking your name? TweakUI can make it so; see page 662.  
The Elements of the XP Desktop

Once youre past the heart-poundingexcitementofthe new startup logo andthe Setup
Wizard, you reach the digital vista shown in Figure 1-3. It’s the Windowsdesktop,
now graced by a pastoral sunnyhillside that should look familiar to anyone whohas
ever watched “Teletubbies.”

 
 

 

 

Figure #-3:
Everything you'll ever do on
the computer begins with a
click on one of these three

elements: a desktop icon, the
Start button (which opens
the Start menu), or the
taskbar, which is describedin
Chapter 2. (The Start menu,
now in a new, improved

[oe two-cofumn format. lists
_[Bbrcernens ju everysignificant command
|mnie and software component
| fPewnemetadnine on your PC) Some people

enjoy the newlystreamlined
Windows XP desktop. Others
deliberatelyplace additional
icons on the desktop—things
like favorite programs and
documents—for quicker ac-
cess, Let yourpersonality be
your guide.

Weston uleeae 
Start menu Recycie Bin 

Ona fresh installation ofWindows XP, you maybesurprised to discover that Microsoft
has gone cleanliness-crazy. A new installation of Windows XP on a new computer
presents an absolutely spotless desktop, utterly icon-free except for the Recycle Bin,
Even the familiar My Computer, My Documents, and My Network Places icons seem
to be missing. (If you've upgraded from an older version of Windows, you'll still see
your old icons on the desktop. Furthermore, the companywhosoldyou your PC may
have stocked the desktop with a few of its own icons—butyou get the point.)

Those former desktop icons are now in your Start menu, which appear when you click
the Start button in the lower-left corner of your screen (Figure 1-3}. The following
pages cover the Start menu in detail.
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Tee Start Menu

Windows XP is composed of40 million lines of computer code, scattered across your
hard drive in thousandsoffiles. The vast majority of them are supportfiles, there for
behind-the-scenes use by Windowsand yourapplications. They're notfor you. They
may as well bear a sticker saying, “Nouser serviceable parts inside.”

That’s why the Start menu is so important.It lists every useful piece of software on
your computer, including commands, programs, and files. You can use the Start
menu te open your applications, install new software, configure hardware, get help,
find files, and much mote.

When you click the Start button at the lower-left corner of your screen, the Start
menu pops open, shooting upward. Its contents depend on which options you (or
your computer's manufacturer) have put there; Figure 1-4illustrates an example. The
new, multi-column structure of the Start menu is one of the most radical develop-
ments in Windows XP.

. ‘The new Start menu is divided into four chunks. One area,the pinned itemslist, lists
_programs you use every day and is yours to modify. Another, the mostfrequently used

© prograinslist, lists programsyouuse often and is computed automaticallyby Windows.
‘Thefinaltwo sectionslist Windowsfeatures and standard Windowsprograms.Figure

-4 describes the function of each section.

 Desktoo irene oe . .

: Re] My Dooumarts, f] My Netwotk Places
M2 iy Computer El tenet Explorer

Q
hig Computer My Documents MyNewmk FlecyeleBin Rex
7 . Places teal i
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Tip: If you're a keyboard-shortcutlover, you can open the Start menu by pressing the Windowslogo key,
if your keyboard has one. (If you're using one of those antique, kerosene-operated keyboardsthat iacks a
Windowskey, press Ctrl+Esc instead.)

 
Once it’s open, you can use the arrow keys to “walk” up and down the menu {or type the first letters of the
command you wand), and then press Enter to “click” the highlighted command, 

Start menu items graced by a right-pointing triangle arrow (such as Accessories in
Figure 1-4) have submenus, also known as cascading menus, As you move your mouse
pointer over an item that has such an arrow, the submenu,listing additional options,
popsout to the right (you don't haveto click), It’s not unusual for submenuitems to
have arrowsof theix own, indicating—what else?—additional submenus.

This discussion describes the itemsin the Start menu from the bottom up,left to right,
the way your mouse encounters them as it moves up from the Start button.

  

 
Fip: To change your name andicon asit appears at the top of the new Start menu,use the User Accounts
program in the Control Panel, as described an page 299.

“Pinned” items Components of Windews Figure i-d:
Left: In Windows XP. the
Start memu is divided into
several distinct sections.

The top left section is yours
to play with. You can “pin”
whatever programs you
want here, in whatever
order youlike, The lower-left
sectionlists the programs
you use most often, ac-
cording to Windows XP’s
calculations. (You can delete
individualitems here but

you can’t add items manu-
aily or rearrange them.) The

Achivate Windows.

Li New Céfice Doctment
& UBL Open Office Document
& SS Windows Catelug

© EB} Mansett office Tools
2 ENS Snentt 6

#2) Status
© Bh internet Explorer5:

GAR) Merosaft Excel
a Hicrosaft PowerPoint

 
aDene Waneioass 2

ea
‘cay Windaws 8

{FR pucrosofe word right-side column provides
ies ara Seltings Transfer : ‘ Plies and Settings tnd "BE MSN Explorer : | direct access to certain Win-Mize

aur 4 8S outeckexpess : dows features and standard
12, Benote Aschtarce Windows programs.

@ windows Media Player
Right: The All Programs
menu superimposes itself
on the standard two-column

Start menu, listing almost
everypiece ofsoftware

Most often used items Masterlist of programs vin eaatengeaddtoot
delete items from this list

Aa Programs > 
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Start-Log Of
Thiscotamandiis at the heart of Windows XP’s accounts feature, in which each per-

_ son whousesthis PC gets to see his own desktop picture, email account,files, and so
on“(see Chapter 17). When you're logged into a network domain thisis one of the

“most important features ofall, You should log off your computer any time you walk
away fromit, especially if your computer stores confidential information.If this is a

~ home computer andit doesn’t store confidential information you can safely ignore

ah this option‘forever.
oS : : Choosing this command may present either of two dialog boxes, depending on

So. -whether your computeris logged into a network domain, or whether or not you log
- onto a standalone or workgroup computerthat has the Windows XP feature called

-\ Fast User Switching turned on.
 

: o Noe:Yoiicannot use Fast User Switching on a computerthat logs on to a network domain. 

mediate ogoff. If you see¢ the dialog box shown at bottom in igure |1-5, two
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you click Log Off (or press Enter), Windowscloses all open programs and then
presents the classic Welcome to Windowsdialog box so that the next person can
log on.

 
 

 

 

The second possibility is that, on your standalone or workgroup computer, you
or someone with local Administrator privileges on your computer has turned
off Fast User Switching.If you click Log Off (or press Enter), Windowscloses all
open programs and presents a new Welcomescreen (Figure 1-2) so that the next
person cansign in. If you haven't saved your work, each application gives you an
opportunity to do so before closing.

If you click Cancelin either case, you're sent right back to whatever you were do-
ing.

* Switch User/Log Off. Lf you see the dialog box shown at the top of Figure 1-5, then
Fast User Switchingis turnedon (asit is on any fresh WindowsXP Proinstallation
for a standalone or workgroup computer). It’s among the most useful new features
 

Figure 1-8:
Top: On workgroup computers, if Fast User Switching
is turned on, this is what you see when you choose Start—>
Log Off. No matter which button you click, you return to the
Welcome screen. The only differenceis that clicking the Switch
User button jeaves aff of yourprograms open and in memory,
and the Log Off button takes a few moments to dose them.

 
 
 
 
 
 
 

 
 
 

  
Bottom: On domain-network computers (or any Computer
where Fast User Switching is turned off), a dialog boxlike this
appears when you choose Start—sLogOff. If youclick the Lag
Off button, Windows quits your programs and then takes yau
to the Classic Logon dialog box.

“yeu sure vou want to log off?  
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in WindowsXP, sinceit lets somebody else log into the computer, opening up his
own world of documents, email, desktop picture, and so on. Meanwhile, whatever
you had up and running remains open behindthe scenes. After the interloper is
finished, you can log on again tofind ail of your open programs and documents
exactly as you left them on the screen,

Althoughthis is a handyWindows XP feature,it can also bethe least secure. When
user accounts aren't assigned passwords, anyone can access anyoneelse’s informa-
tion aseasilyas clicking the person’s name.
 

Tip: On your WindowsXP Professional standalone or workgroup computer, you turn Fast User Switching off
in Start—>Control Panel—»User Accounts. Click the link called “Change the way users log on oFoff.” 
 
 

Figure §-6;
dust how offis off?

Top: Here's what you probably see ifyou
work in a company with a domain network,
Click the commandin the drop-down menu
that correspondsto the degree ofdown-
ness you want~Log Off, Shut Down, Restart
Standby, Hibernate, or Disconnect. Or type
thefirst letter ofthe commandyou want. (For
Standby, press 5 twice.)

Bottom: On a workgroup PC, your Shut Down
dialog box maylooklike this instead. As you
see here, the secret Hibernate button appears
only when you press the Shift key.  
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Start—Shut Down (Turn Off Computer)
In Windows XP Pro, this menu item is more powerful than its name implies. Choos-
ing it opens a dialog box that offers several variations on “shut down” (see Figure
2-6).

* Standby puts your computerto “sleep.” This special state of PC consciousness
reduces the amount ofelectricity the computer uses. It remains in suspended
animation until you use the mouse or keyboard to begin working again. (This
feature is available only if your computer offers it and you've turnedit on in the
Power Options program in the Control Panel.)

How the PC sleeps depends on its power-saving features. Usually, the hard drive
stops spinning and the screen goes dark. Whatever programs or documents you
were working on remain in memory.
 

Warming: This information is stored only in memory, not on yourhard drive. If your computerloses power,
youlose ali of the information that was stored in memory. To be absolutely safe, save your open documents
before putting the PC in Standby. 

If you're using a laptop on battery power, Standbyis a real boon. When theflight
attendant hands over your microwaved chickenteriyaki, you can take a food break
without closing all your programs or shutting down the computer. Andbestofall,
Standby mode consumes onlythe barest trickle of battery power.

Use Standby when you want to put your computerto sleep on cue, It’s worth not-
ing, however, that you can set the computerto stand by automatically whenever
you haven’t used the mouse or keyboard for a while. You can even makeit so that
the computer won't wake up again unless you type in a certain password.Page 286
has the details on these extra features.

* Shut down quits all open programs(or, in some cases, prompts you to do so), of-
fers you the opportunity to save any unsaved documents, and then exits Windows.
Most modern PCs then turn off automatically.

Mote: |f you're logged on to a workgroup network, this command maybe called Tura Off.

If your older model requires you to manually press the Power button, you must
wait until a message appears on the screen telling you thatit’s safe to turn off the
computer (which may take more than a few seconds).

Tip: You don't have to open the Start menu to turn off the computer. Just press the power button.(If that
makes the PC sleep or Aibernate instead, see page 284.)

* Restart quits all open programs, then quits and restarts Windows again automati-
cally. The computer doesn’t turn off. (You mightdo this to “refresh” your computer
when you notice thatit’s responding sluggishly, for example.)
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* Log off quits all programs, disconnects from the network, and then displays the
Welcome screen so that the next person can log in. (The PC doesn’t restart.)

» Disconnect appears as an option only ifyour computer is connected to a Windows
2000 Server machine that’s running Terminal Services. (If you use this feature,
you know whoyou are.) When you choose it, your terminal session disconnects,
but the server remembers what you were doing. When you reconnectto Terminal
Services, you return to your previous session. Everything looksasit did before you
disconnected.

* Hibernate shuts down the machineafter it memorizes the state of yoursoftware,
includingall open operating system files, applications, and documents. Behind the
scenes, it saves all this memorized information into a file on your hard disk. As
a result, the Hibernate command doesr't work unless you havealot of free disk
space. The more RAM your computer has, the more disk space you'll need. (As
with Standby, this feature is only available if your computeroffers it and you've
turned it on in the Power Options Control Panel program.)
 

Moga: On a workgroup computer, you may not see the Hibernate command.It doesn't appearin the Turn
Off Computer dialog box untess you hold down theShift key. When you do, the Standby option changesto
say Hibernate (see Figure 1-6). 

The beautyof this feature is that when you start the computeragain, everything
returns to the way it was when you shut down——-fast. The same documents appear,
the same programs are running, and so on. Hibernate, in other words, offers the
speed and convenience of Standby,with the safety of Tarn OF
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As with the Standby feature, you can configure your computer to hibernate au-
tomatically after a period of inactivity, or require a password to bringit out of
hibernation. See page 284 for details. 

Negez Some older computers don’t come with the necessary circuitry (technically, BOS support) for the
Hibernate command. In that case, the Hibernate choice doesn’t appear, even when you press Shift

Start—All Pregrams
For most people, the Start—Ali Programs commandis the most important function
of the Start menu.It’s the masterlist of every program on your computer. (The in-
staller for any new program generally installs its own name in this menu; see Figure
1-7.} You can jump directly to your word processor, calendar, or favorite game, for
example, just by choosing its name from the Start—>All Programs menu. 

Hip: When the Start menuis open, you can open the All Programs menu in a rumberof ways: byclicking
the All Programs menu, by pointing to it and keeping the mousestil for a moment, or by pressing the P and
then the right-arrow keys on your keyboard.

 
Speaking of keyboard fanaticism: Once the programslist is open, you can also choose anything in it without
involving the mouse.Just typethe first letter of a pragram’s name—orpress the up and down arrow keys—to
highlight the name of the program you want. Then press Enterto seal the deal. 

Clearly, the graphic designers were on vacation the day Microsoft came up with this
one. The All Programs menu appears superimposed on the regular Start menu, adding
a third column in a second layer—netthe most elegant visual solution, to be sure,
but at least easy to find. 
The Startup foider
The StartAll Programs menualsolists the Startup folder, which contains programs
that load automatically every time you start Windows XP. This can be a very useful
feature; if you check your email every morning, you may as well save yourself a few 
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mouse clicks by putting your email program into the Startup folder. If you spend all
day long word processing, you may as well put Microsoft Word or WordPerfect in
there.

In fact, although few PC users suspect it, what you putinto the Startup folder doesn’t
have to be an application. It can just as well be a certain document you consult ev-
ery day. It can even be a folder or disk icon whose window you'd like to find open
and waiting each time you turn on the PC. (The My Documentsfolder is a natural
example.)

Figure ¥-7:
The Start—All Programs menu
maylist the actualapplication
(such as Microsoft Word) that you

can click to faunch the program. ee tert| Sd pon office DocumentBut it may also list a program oe985. Mindows Cabelag
group, a submenu thatlists every- nate |GR‘windows Undate
thing in a particular application " ae
folder. Some software programs Fl Microsoft Word (@ fad *ecessories
install a folder on the Ai Programs
menu, like the Office Tools folder Ln!” HB Activate ProductI MSM Explorer
shown here, that contains com- Spentt 6 (UE) Microsoftcp organizer
mands for launching the software, | i
uninstalling the software. running

specific utilities, opening the help | ae Boefiles, and so on. | SEE, Windows Mavis Mak Miceasoft Excel US) maerosoft office Becument Scanning
| Microsoft PowerPoint i @Y Microsoft Office XP Language Settings

Microsoft Word Save My Settings Wizard
& MSM Explorer

a) Cutlook Express
Remote Assistance

= Windows Media Player
Windows Messenger

Of course, you may be interested in the Startup folder for a different reason: to stop
some program from launching itself. This is a particularly common syndromeif
somebodyelse set up your PC. Some program seemsto launchitself, unbidden,every
time you turn the machine on.
 

Tip: All kinds of programs dump components into this folder. Overtime,they can begin te slow down your
computer. If you're having troubie determining the purpose of one startup program or another, visit this
Web page, which provides a comprehensivelist of every startup software nugget known, with instructions
for turning of each one: Attp,//wwwsysinfo.org/startupinta.himl. 
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.EF Winds Madi Playas Startup i73k Microsoft Office Application Recovery
Internet Explorer a3 Microsoft Office Document imaging 
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Fortunately, it’s easy to either add or removeitems from the Startup folder:

1, Click the Start button. Point to All Programs. Right-click Startup and choose
Open from the shortcut menu.

The Startup window opens, revealing whatever is inside.

To delete an icon from this folder, just right-click it, choose Delete from the
shortcut menu, and answer Yes to send the icon to the Recycle Bin. Close all the
windows you've opened and enjoy your newfound freedom from self-launching
software. The deed is done.

To add a new icon to the Startup folder, on the other hand, read on.

2. Navigate to the disk, folder, application, or document icon you want to add to
the Startup folder.

 
Doing so requires familiarity with one of two folder-navigation schemes: My
Computer or Windows Explorer. Both are described in the next chapter.

3. Using the right mouse button, drag the icon directly inte the Startup window,as
shown in Figure 1-8. 
Whenyourelease the button, a shortcut menu appears.

 
4, Choose Create Shortcuts Here from the shortcut menu.

Closeall the windows you've opened. From nowon,each time you turn on orrestart
your computer, the program,file, disk, or folder you dragged will open byitself.

 
Figure 7-8:
it’s easy to add a program or dacument
icon to your Startup folder so thatit
launches automatically every time you turn
on the computer. Here, a documentfrom
the My Documents folder is being added.
You may also want to add a shortcut for
the My Documents folder itself, which
ensures thatits window will be ready and
open each time the computer starts up.

py
Move Here
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 Tip: To find out what something is-something in your Start menu, All Programs menu, or indeed anywhere
= on your desktop—point to it with your cursor without clicking. A small yellow tooltip appears, containing a 

text description. (If the tooltip doesn't appear,it might be that the window you're pointingtoisn’t the active
window on your desktop. Click the window andthentry again.)

StartRan
‘Use the Run menuitem to getto a command line, as shown in Figure 1-9. A command
line is a text-based method of performinga task. You type a command,click OK, and
something happensasa result.

Working at the command line is becominga lost art in the world ofWindows, because
most people prefer to issue commands by choosing from menus using the mouse.
However, some old-timers still love the commandline, and even mouse-lovers en-

 

_ Hgere 1-8:
-\ Top: The last Run commend you entered appears

automatically in the Open text box. You can use the
drop-downlist to see a list of commands you've previ-
ously entered.

‘Bottom: The Run command knows the names ofall of

’. your folders and also remembers the last few commands
you typed here. As you go, you're shown the best match
for the characters you're typing. When the name ofthe
folder you're trying to open appears in the list, click it fo

. save having to type the rest of the entry.  
  
bos 

countersituations where a typed commandis the only way to do something.

Typethe rareOf arprogrem,Falder, documank, or. 2:
Internet resource, and Windows yillcpenit For yous. *

i ‘deieumént; or.
| open it for you.

Pragram Files

: : , : Ifyoure an old-time PC veteran, your head probably teems with neat Run commands
you've picked up over the years. If you're new to this idea, however, the following are

a few of the useful and timesaving functions you can perform with the Run dialog
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Launch a Program
As notedlater in this discussion, one of the most important Start menu commands
is the All Programs menu, where you'll find the name of almost every application
on your computer. You can open any of these programsone at a time by typingits
program file name in the Open text box and then pressing Enter. That’s an extremely
useful shortcut for both pros and novicesalike, becauseit’s frequently faster to launch
a program this way than to use the Start>All Programs menu.

 
Unfortunately, the program file nameisn’t the sameasits plain-English name;it’s a
ctyptic, abbreviated version. For example,ifyou want to open Microsoft Word, you
must type winword, That’s the actual nameofthe Word program iconasit sits in your
My Computer—Local Disk (C:)->Program Files—>Microsoft Office>Office folder.
Some other common program-file names are shown here:

Program’s real name Program's familiar name
lexplore internet Explorer
explorer Windows Explorer
write WordPad

msworks Microsoft Works

msimn Outlook Express
wmplayer Windows Media Player
palm Palm Desktop
sol Solitaire

winmine Minesweep
control classic Control Panel

regedit The Registry Editor
deanmgr Disk Cleanup
defrag Disk Defragmenter
cale Calculator 
 

Tip: To discover the program file name of a favorite program, see “Which One's the Program?” on
page 67,

If, like efficiency freaks worldwide, you believe thatit’s generally faster and more ef-
ficient to do something using the keyboard than using the mouse,get this: You can
perform this entire application-launching stunt without using the mouseatall. Just
follow these steps in rapid succession:

1. Press the Windowslogo key, if you have one.

It’s usually on the top or bottom row of the keyboard; it opens the Start menu.  
2. Press the letter R key.

 That's the underlined letter for the Run command, whose dialog box now
opens.  

 
 

3. Type the program file’s name in the Open box. |
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If you've typed the namebefore, just type a couple of letters; Windows XP fills in
the rest of the name automatically.  

4, Press Enter.

Windows opens the requested program instantly. Keystrokes: 4, Mouse: 0.

Launch Any Program or Document
Using the Run dialog box is handy for launchingfavorite applications, because it
requires so few keystrokes, But you can also use the Run dialog box to open any file
on the computer—if you're willing to do some additional typing.

The trick here is to type in the entire path of the program or document you want.
(See the box below if you're newto theidea offile paths.) For example, to open the
family budget spreadsheet that’s in Harold’s My Documentsfolder, you mighttype
C:\Documents and Settings\Harold\My Documents\familybudget.cls.

(Of course, you probably wouldn't actually have to typeall that, since the auto-com-
plete feature attempts to complete each folder nameas youstart to typeit.) 

Tép: Typingthe path in this way is also useful for launching applicaticnsthat don’t appear in the Start—All
Programs menu. (Ifa program doesn’t appear there, you must typeits entire patnname—orclick Browseto |
hunt forits icon yourself.)

 
For example, some advanced Windows XPutilities (including the Registry Editor, an advanced diagnostic
program) are accessible only through the command tine. You also need to use the Run command to open
some older DOS programs that don’t come with a listing in the Alt Programs menu, 

Open a Drive Window
Whenyou click My Computer on your Start menu, you'll see that Windowsassigns

~<a letter of the alphabetto each disk drive attached to your machine-—the hard drive,
_. CD-ROM drive, floppy drive, and so on. Thefloppy driveis A:, the hard drive is usu-
- Jally Cs, and so on. (There hasn’t been a B: drive since the demise of the two-floppy

“computer.) 
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By typing a drive letter followed by a colon (for example, C:) into the Run box and
pressing Enter, you make a window pop open,displaying the contents of that drive.

Open a Folder Window
You can also use the Run dialog box to open the window for any folder on your
machine. To do so, type a backslash followed by the name of a folder (see Figure
2-9, bottom). You might type, for example, \Program Files to see your complete
software collection.
 

 
Mote: The Run command assumesthat you're opening a folder on Drive C. f you want to open a folder on
a different drive, add the drive letter and a colon before the name of the foider (for example, D:\data). 

Ifyou're on a network, you can even open a folder that’s sitting on another computer
on the network. To do so, type two backslashes, the computer’s name, and then the
shared folder’s name. For instance, to access a shared folder called Budgets on a com-
puter named Admin, enter \\admin\budgets. (See Chapter 20 for more on sharing
folders over the network.)

It might make you feel extra proficient to know that you've just used the Universal
Naming Convention, or UNC,for the shared folder. The UNCis simply the two-
backslash, computer name\folder name format (for example: \\ComputerName
\foldername). 

Figen any of these cases,if you don’t rememberthe precise nameofa file or folder you wan? to open in
the Run dialog box, click the Browse button to dispiay the Browse diaiog box, as shown in Figure 1-16,

 
 Figure 3-30:

The Browse dialog box, which
makes frequent appearancesin
Windows XP, lets you navigate the
folders on your computerto find

sy Renent|ERWINDOWS |afife. The tive icons at the left side
Documents 4 makeit easy to jump to the places

B 7] where you're most likely to find the
a document you want. if yeu enter

Desktoo | it a drive letter and a colon in the
a | Run dialog box before clicking the

Browse button (like C:), the Browse
dialog box opens with a display of
that drive’s contents.

Supertip: You can customize this list
of folders, so that the ones you use
most often show up here, too. Alf

a . cela you need is TweakUl, described on
2 My Network cee <n S “ : page 644,Places an :
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Connect to a Web Page
You can jumpdirectly to a specific Web page by typingits Web address (URL)}—such
as www.realbigcompany.com—into the Run dialog box, and then pressing Enter. You
don't even have to open your Web browserfirst.

Once again, you maynothaveto type very much; the drop-down list in the Rundialog
boxlists every URL you've previously entered. Simply click one (or press the down
arrow to highlight the one you want, and then press Enter) to go to thatsite.

StartSearch

The humble Search commandlooks no more special than anythingelse on the Start
menu. In Windows XP, however, it’s a newly revised powerhouse that’s far more
complex to navigate. Microsoft has even given it a new name—Search Companion.
Youll probably useit often.

The Search function can quickly find all kinds of computer-ish things:file and folder
icons, computers on your network, Websites, email addresses, and phone numbers.

Finding Files and Folders
If you save yourfiles exclusively into the My Documentsfolder (page 56), you'll have
little need to use the Search function to locate yourfiles. You'll always know where
they are: right there in that folder.

Every now and then, however, you won't remember where youfiled something, or
youll download somethingfrom the Internet and not be able to findit again, or youll
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install something and not know where to look for it. In those situations, the Search
commandis just what you need (Figure 1-11), It lets you lookfor a particularfile or
folder based onits description—byits name,size, date stamp, and so on.

 
The Search commandcanalso look for the words inside yourfiles. That's a powerful
feature if you rememberhaving typed or read something, but can’t remember what
you namedthefile.

 
Starting @ search
Microsoft wanted to make absolutely sure you'd be ableto find the Search command.
It has providedatleast seven different ways to begin a search:

« Choose Start—>Search.

° Press F3 or Windows key+F (that’s the Windows logo key on the bottom or top
row of most keyboards).

* if a disk or folder windowis already open, press Cirl+E, click the Search toolbar
button, or choose ViewExplorer Bar—Search.  

In each case, the Search window appears,as shown in Figure 1-11.
  

 

 
 
 
 
 

 
 
 

 

Figure Y-91:
fdt vow Favertes Jools. til a ~ Left: The basic Search panel.

~ You might expect that Micro-
soft had learnedits lesson

about cute anthropomorphic
cartoon characters. Microsoft

Bob and Clippy the paper
clip, for example, have both
goneto the great CompUSA
in the sky. But Microsoit is at
it again, now with Rover, the
search-companion dog. He
wags andsometimes even
barks as you perform your
search, ,

Right: if you click the desktop
itself and then press F3, orif
you click the “More advanced
search options” checkbox
that occasionally appears, the
Search panel may fook slightly
different, as shown here.

Fie Edit ‘View Favorites Tools. Melp  
 

Windows XP comes with a set of canned searches (listed at left in Figure 1-11) de-
signed to help you find what you're lookingfor faster. Click the green arrow next to
the one you want (orclick the words next to the arrow}.
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Pictures, music, or video
Whenyou click this link, the Search panel changes (Figure 1-12, left). Turn on the
checkboxes you want, and type in part of the file name.
RR

Tip: As a bonus, this kind of search can also find text inside the metadata stored with each multimedia
file~the behind-the-scenes descriptive informationlike pixe! dimensions (for photos), and rack group name
or music genre (for music files). You can type, for example, Beatles into the“All or part of the file name”
text box to turn up MP3 files recorded by that band, or 800 x 600 into the text box to tind JPEG files of
precisely that size. 

 
 
 

Figure 7-12:
Left: This panel appears
to help you search for
multimedia files. Middle:
You're aif set to search for
documents that you've cre-
ated or downloaded.

Right: This kind ofsearch
is slower, but more com-
plete—it searches for every-
thing, including program
files and Windows system
files. (lf doesn’t, however,
search for metadata in

picture, movie, and music
files, as does the first kind
ofsearch.)

Documents (wordprocessing, spreadsheet, and so on.)
This link produces the panel shown second from left in Figure 1-12. It comesset to
search only for documents—files that you can create or download. In other words,it
doesn’t bother looking through hidden files, system files, application files, and so on. ©
Andit doesn’t find the names of folders at all—justfiles.

All files and feiders

Clickingthis link produces the panel shown atright in Figure 1-12. This is the slowest
kind of search, because it searches the thousands of hidden in-system files as well as
the ones that you've created yourself.

This kind of search offers a number of useful powerfeatures:

* A word or phrasein the file. Soonerorlater, it happens to everyone: A file’s name
doesn't match what's inside it. Maybe a marauding toddler pressed the keys, inad-
vertently renaming your doctoral thesis “xggrjpO#$5%////.” Maybe, in a Saturday
afternoon organizing binge, your spouse helpfully changed the nameofyour “ATM
Instructions” document to “Cash Machine Info,” without realizing that it was a
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help file for Adobe Type Manager. Or maybe you just can’t remember what you
called something.

The “A word or phrase in thefile” option searches for wordsinside yourfiles, regard-
less of their names.It’s extremely slow, since Windowshasto read every singlefile,
whichit does onlyslightly faster than you could. (But there’s a workaround—see
page 50.) Furthermore,this kind of search works only if you can remember an
exact word or phrase in the missing document. Even punctuation has to match
exactly.

Finally, the text you enter should be unique enough to assumeit only exists in the
file you're lookingfor; ifyou search for, say, Microsoft, Windowswill find so many
files that the search will be pointless.

 
°

Look in. Use this drop-down menuifyou want to limit your search to a single
folder or disk. Every disk attached to your PC at the moment—yourhard drive, Zip
disk, CD-ROM,and so on—shows upin thislist. (To search your whole computer,
choose My Computer and then proceed.)

When wasit modified? Whatsize is it? When you click one of the double-down-
arrow circle buttons,like this one, you expand the Search panel for additional
options. For example, the “When wasit modified?”feature lets you find onlyfiles
or folders you created or changed in a certain date range (see Figure 1-13), and the
“Whatsize is it?” feature lets you screen outfiles larger or smaller than a number
of KB youspecify.

More advanced options, These controls offer even more choices (again, see Figure
1-13). For example, you get a “Typeoffile” drop-down menuthatJets you confine
your search to only compressed files or Word documents. Search system folders
makes Windowslook inside all of the folders that contain the operating system
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itself—not something you'll generally find useful. Likewise, Search hidden files
and folders makes the Search program find matchingfiles among the thousands
that Windows generally hides from you(see page 84),

 
Search subfolders is much more practical. ft looks for files within folders inside the
disk or folder you've specified. Turn this option off only when you know forsure
that the file you needis in the disk or folder you're starting with, but not within
any subfolders there. Skipping the subfolders makes the search process much
faster. Case sensitive instructs the Search program to matchthe capitalization of
the characters you enter; searchingforfiles containing “dentist” won't find files
containing “Dentist.” And Search tape backup,of course,searchesfor the specified
files on your tape-backup system,ifyou have one.

Windowsuses the checkboxes you turn on in addition to any data you entered into
the basic search fields.

 

Figure §-73:
By clicking the double-down-arrow circle buttons, you can expand |
the Search panef considerably (shown here scrofled down so far
that you can’t evenseethefile names you're searchingfor). The
search shown here will tind Word documents created during June
2002 in the My Documents folder.
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Managing the Found Files and Folders
Once you've set up the search,click the Search button (or press Enter). As the search
proceeds, the screen changes. Ontheright side of the window, you nowsee a list of
files and folders whose names contain what you typed in the blank. (Figure 1-14
showsthislist.)

 
 

Hote: Anythingthat Windows XPfinds in your My Documents folder showsuptwice in thelist. Repeat to
yourself each morning: “It’s nat my fault”  

 

 
 

  

Figure §-38:
You can manipulate the
fist offoundfiles much the

=. way you'd approach a fist
Se Belden” of files in a standard fold-
CABecuments and Seth. 308 Microsoft WordBon,,  § er window, For example,

ober ments and Sathagel Chris GronlbesktopiRepartsicoug| j you can highlight some-
found, Did-panriad eeiny ifeasaGnat — Mernsoft Word Doc. thing in the fist by typing
ahiat you wanted? ea tHaaseGnat Cribocuments and “att ‘. Micrasafe Nord Dac, | the first couple oflettersBijnelpht Travel fat... ibocuments and Settl.., Pierosofe Word Oec. 4 ,

Biineiptul Travelink... CADacuments and Seti... Microsolt Word Onc... ofits AONE, OF MOVE Up OF
vor Cathy CoiDacuments and Setti... Moroso Worddoc., | dows thelist bypressing
BB for Cathy Cxfbocuments and Settl... Hcroscft WordBot... 1 the arrow keys. You can
BEYish recipes Cribocumants and Setti.. Mrasoft Word Doe. also highlight multiple
fish reapes CitOacuments and Setth.., Microsoft, Ward Doc. : :
Chapter nv C:Becunents ard Seth. Microsoft Ward Boe, iconssimultaneously.

CiiDecunerts and Sethi. Micrasoft Werd Boe Highlight all of them by
i. choosing Edit—Select All

highlight individual items
by Ctrl-clicking them, drag
vertically over the fist to
enclose a cluster of them,
and 50 on.

   
4  

Using the Search Results panel
At this point, you can proceed in manydifferent ways. A few of these waysarelisted
in the panelattheleft side of the window(the exact assortment dependson the kind
of search you performed).

° Yes, finished searching.Click to close the wholeleft panel (and lose the dog).

° Yes, but make future searches faster. Click this link to turn on Indexing Service,
described on page 50.

» Refine this search. Windows XP often offers you a numberof links that let you
adjust the search settings you just used. For example, you mayoptto perform the
search again,this time including hidden and system files,or restrict the search to
a different folder or disk, and so on.
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° Sort results by category. Click the double-down-arrow circle button to open
controls that let you sort the list--by name,date, and so on.

» View results differently. Click this double-down-arrowcircle button to change the
view of the results window—to Details, Tiles, or Thumbnails view, for example
(see page 78).

* Start a new search. Click this option to start all over with new search param-
eters.

Using the results list
You can also managethelist of found files by treating the right side of the window
just as you would any desktop window.For example:

* Read all abontit. If you point to the nameof a foundicon, a pop-up rectangular
balloon displaysa little paragraph identifyingthefile’s path, full name, modifica-
tion date, size, and other information.

« Find out where somethingis, The In Folder column just to the right of an icon’s
name shows you exactly whereit is on your machine, using the standard Windows
path notation described on page 35.
 

Tip: You may have to widen the columnto see the complete pathname;to do so, drag the dividing line at the
top of the column,to the rightof the In Folder column heading. Alternatively, point to the locationinformation
without clicking. As shownin Figure 1-14, a pop-up tooltip appears, revealing the compiete folder path. 

» Openthefile, If one of the foundfiles is the one youwere lookingfor, double-click
it to open it. This, in fact, is what most people do most of the time when using
the Search program. In many cases, you'll never even know or care where thefile
was-—you just want to get into it.

+ Jumpto an icon in its homefolder. Ifyou want to view the foundfile in its native
habitat, sitting somewhere on your harddrive, right-click the icon in the Search
window and choose Open Containing Folder from the shortcut menu. The Search
window instantly retreats to the background, as Windows opensthe folder and .
then highlights the icon in question,sitting whereverit is on your hard drive.

* Moveor delete thefile. You can drag an item directly out of the found-fileslist onto
the desktop, directly onto the Recycle Bin icon,orinto a different folder, window,
or disk. (For more on movingicons, and all related hazards, see Chapter 3.)

° Send To,rename,or create a shortcut. After highlighting an icon (oricons) in the
list of found files, you can use any of the commands in the File menu: Send To
(which lets you move the icon to one of several standard folders), Rename, and
so on. See page 129 for more on shortcuts.

Tig: You can aiso right-click a found icon to copy, move, rename,or create a shortcut to It. Just choose from
the resuiting shortcut menu.
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 ° Adjust thelist. By clicking the column headingsofthe results window,you can sort
thelist of foundfiles in a variety of ways: by name,size, date modified, and so on.
(You can reverse the order by clicking the column heading a secondtime.} You can
also adjust the relative widths of the columnsjust by dragging the column-name
dividers. And, as with almost any Windows window, you can drag the lower-right
corner of the window to make it bigger or smaller.

Save the search setup. By choosing FileSave Search, you can immortalize the
search youve just set up. You mightuse this feature ifyou perform the same search
each day—if, for example, you like to round up all the documents you created
yesterday for backing up.

Windows XP automatically namesthe search file with a description it derives from
the criteria you entered into the search fields, and addsthe extension .fnd (for ex-
ample, Files Named Budget.fnd). You can save the resulting search icon anywhere
you like,

‘To use the search criteria again, double-click the saved .fndfile. The Search window
opens, with your data already entered. Click the Search button to get the canned
search underway.

Searching for Printers
When youre logged on to your Windows network domain, you search for Active
Directory printers by clicking “Printers, computers or people” on the first Search
screen, (Chapter 19 explains ail about Active Directory.) 

Node: The Find Printers dialog boxisn’t available to workgroup computers. If your PC is on such a network,
use the Printers and Faxes option instead to locate, view, or add printers.

If you're part of a network dornain, on the other hand, you can use etherthe “Printers, computers or peorle”
to search for Active Directory printers or using the “Printers and Faxes”feature to add,locate, or view printers
that are used by your PC. (Chapter 13 discusses the Printers and Faxes feature in detail.)  
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Onthe next screen,click “A printer on the network”to open the Find Printers dialog
box, as shown in Figure 1-15. On the Printers tab,click the In box’s down arrow to
select the entire directory or specific domain that you wantto search,or click Browse
to locate the domain.It isn’t necessary to enter any further searchcriteria, but if you
do want to get more specific, you have a few search optionsavailable:

>» On the Printers tab, if you know the name(or part of the name) of the printer
you're searching for, type it in the Nametext box.

If you wanta list of ail printers (or only the printers that fulfill the criteria you
entered) in a particular location, enter the location’s name in the Location text
box.
 

Fi: If the Location text box is already filled in, it's because your network administrator has set up the
Windows network te display the printers nearest to you. If the Location text box isn't filed in and you don’t
enter a location to search, Windows will search the entire YWindows domain forprinters, using whatever

criteria you've entered.  

If you're trying to locate a specific printer model (you have a certain affinity for
HFprinters, say), enter the model namein the Model text box.

¢ On the Features tab, you can get even morespecific with yoursearch criteria, such
as whetherthe printer can print double-sided pages or in color.You can even specify
page size andresolution.

 

 

Figure ¥-18:
The Find Printers dialog box lets
you refine your search criteria
using the Printer, Features, and
Advanced tabs. Left: The Printer

tab fets you enter basic search
information. Middle: On the

Features tab, you can get more
specific in your search for the
perfect printer: whetheritprints
in color or on both sides of the

paper, for example. Right: The
Advanced tab affords you the
most specific search ofall, You
can use formulas io specify
search criteria like the lanquage
ihe printer “spagks”or the
minimum print resolution you
need.

bes paper sizas
Resolution at least:

 
Speed at heath:
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* The Advanced tab gives you additional fields to specify search criteria, like the
numberof pages the printer can churn out per minute. (This is a good option if
you're in a big hurry.) See Figure 1-15 for details.

 
After you've entered your search criteria, click Find Now. When the PC finishes the
search,a list of printers that fulfill your criteria appears. Connect to one of them by
right-clicking its name and then choosing Connect from the shortcut menu. 

Tip: As with the “All files and folders”search, you can save the search you'vejust set up by Choosing File~>
Save Search, To use the search criteria again, double-click the saved .fnd file. When the Find Priniers dialog
box opens, click the Find Now button to commence the canned search. 

Searching for Computers
If you click “Printers, computers or people” on thefirst Search screen, and then click
“A computer on the network” on the next one, the Search program lets you type in
the nameof another computer on your network (if youre on one). If you search for
ac, the search will turn up accounts, packages, and so on. There’s no browse function;
you have to knowat least part of the name of the computer you want to find.

Of course, if you're trying to find another PC on the network, you can simply open
the My Network Places window (page 53), which showsyou icons representing all the
computers on your network. So why would you ever use the Search function to find
a computer? Because it sometimes finds computers that My Network Places can't.
Every Windows veteran has lost count of the numberof times computers have been
missing from My Network Places. In such cases, the Search function is the reliable
way to locate the computer and thus access its contents.

Searching for People
Lf you click “Printers, computers or people” on the first Search screen, you'll find, on
the second screen, an option called “People in your address book.” This tantalizing
option jets you type in somebody's name; the Search program can consult any of
several “White Pages” Web sites online in an attemptto track down that person’s email
addzess and telephone number. It can also search your own Windowsaddress book
when you want to check someone’s phone numberor other information.

Mote: This option has additional power when used on a corporate domain network, See Chapter 19 for more
on domains, and page 50 for more on searching for people (or their phone numbers) on yours.

Searching your address book -
As one of the bonus freebie programs that come with Windows XP, you get a pro-
gram called Address Book.(It’s an address book.) You can look at yours by choosing
StartAll Programs—Accessories>Address Book,although the place youre likely
to use it the most is when you're in an email program like Outlook Express, which is
described in Chapter 12.
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In any case, clicking “People in your address book” brings up the dialog box shown
in Figure 1-16.

Searching phone books on the Internet
No matter how social a person youare,it’s theoretically possible somebodyout there
has managedto elude your address book. There may be times that you wantto look
up the phone numberor email address of someone who’s not only not in your address
book,but not even in your physical phone book. Fortunately, you live in the Internet
age, where a number of Websites serve as worldwide “White Pages.”

Use the Look In drop-down list (see Figure 1-16) to display a list of these people-
finding Web sites (Bigfoot, WhoWhere, and so on). Now choose a search service; as
a little experimentation will quickly demonstrate, some of these sites work better
than others.
 

 
 
 
 
 
 
 

 
 

Fagere 9-96:
Windows assumes that you want
to search your eddress book for
a certain name or email address.
Enter information in one or

Address Book,

Now button. Allmatching entries
appear at the bottom of the
window. a Properties

(ae more fields~you can use partial hee
words—and then click the Find | Names: | - nes SECEEEEESEREESTE

 

You must be connected to the Internet to use this feature (or your browser must be
configured to start your Internet connection automatically when it opens; see page
316). The dialog box that appears has two tabs:

: The People tab provides a place to enter a name, email address, or both. Use
this tab if you know that information, and need a street address or a telephone
number.
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* The Advancedtablets you narrow your search. As you can see in Figure 1-17, you
can make someveryfine distinctions when describing the person you're trying to
find.

 
 

Figeve f-i7:
A straightforward name search by
fo mearts turns up every one of the
200 million internetcitizens, but it's oc-
casionally successful in turning up a few
matches for the name you specify.

Gfook internet Directory Service -

“. Ramia@ineta.cam : Ter Pee
To) adeount@argdomain :

d@here.com

: 2 johndoeistate. mess:
“3 paptonmit edu

spdémon(bvannitnecom

 
 

When you're finished setting up your search,click the Find Now button. The Search
program uses your existing Internet connection to send the query off to the chosen3 tt

Website. After a few minutes, you'll get a response, even if it’s “No response.”

Unfortunately, the technology gods don’t smile on this feature. Sometimes you get
outdated email addresses. And sometimes you get no results at all—the séarch Web
sites do one quick pass of their databases and then return an error message. That
message might say simply that the person couldn't be found, or it might say, “The
search could not be completed within the time specified for this directory service.”
(In other words, the search engine took a quick look, didn’t find an exact match, and
doesn’t want to keep looking.) 

Tip; Instead of using the Find People dialog box,it’s frequently more productive to work directly on the
directory Web page. After choosing the search engine you want to use fromm the drop-downlist, click the Web
Site button. In a flash (or in a few minutes, depending on the speed of your Internet connection), you're
on the Internet and the browser window displays the search engine you selected. Working from the search
engine directly on the Web instead of using the Search feature as an intermediary offers more power!
choices for searching,  
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Searching the Internet
Any old computer can searchforthefiles on its own hard drive. The Search Compan-
ion’s special twist, however,is that it lets you use exactly the same program to search
for information on the World Wide Web.

To put the program into search-the-Internet mode,click Search the Internet on the
main Search panel (shownat left in Figure 1-11). The “What are you looking for?”
panel appears, complete with a place to type a search phrase.

Whenyouclick the Search button, your PC goes online and submits that request to
MSNSearch, which is Microsoft's version of a search page like Google or Yahoo.
 

Figure 1-18:
Top left: When you
search the Internet,
 Teols, . Hebe +
 

 
 

 

b Pie dit View Favorites

 
 
 
    
 

don’t mind the

“Sample question”
that appears beneath
the search blank; it’s <f) Refisement suggestions woth rexipaw

aieyousmeiden Scere
of the ways you can ‘ ast PoralarSitestor™ 4
phrase your search 5. SuszaRecioes
requests. Learn how to moke pondu sauce, miga, spicy may 
   

cessive Enghah.6 usttie

  
 

Top right: You get a
list of Web pages that
contain the text you
seek, along with some
suggestions on ways
to “refine your search”
(such as visiting
Microsoft's commer-

cial partners to buy
books, music, and sa
on). The bestpart is
ihe “Automatically
send your search to
other search engines”
fink (not shown). If
you click it Windows

 
  

t View©Pavoribes
 

  
 

  
sushi recipes  puis each of the majorj_bnFeeinglasky.|

search pages only one
click away.

Bottom:From here.
 
 

Home=Cooking»WordCulsies»Asian>Japanese »Bushy

 

  

   

YOU Can gener \

ally read the first RolingYourGun Sushi
paragraph of text that Bibliogranhy. Hints and Tips. Se you want to apen 3 Sushi Bay... My page (s lista‘in the Kitchen" pages, "Recipes fom asund the world" “apan", in Italy,
appears On the Web a, Detailed quida to pranaring your swsushi, by Made Hutchenreuther.
page, go fo the page
byclickingits link, and50 On.
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Fip: To specify which search engines Windows XPconsults, click “Change preferences” in the main Search
panel and thenclick “Change Internet search behavior.” You now have the opportunity to specify the defautt
search engine you want Windows to use: Google, AltaVista, Yahoo, or whatever.

 
 

Windows now goes online, sends your search request to the selected Web site and,
after a moment, shows you theresults ofits search:a list ofWeb pages containing the
text you typed (see Figure 1-18).

The indexing Service
The regular Windows XP Search commandcan locate words inside yourfiles-~a handy
feature when you're trying to turn up a document whose contents you know, but whose
name you can’t remember. Just don’ttry it on a deadline; it’s painfully slow.

To eliminate that delay, Microsoft has programmed Windows XP with an optional
feature that does something ingenious.Like a kid crammingfor an exam,it can read,
take notes on, and memorize the contents of all of your text-based files: text files,
HTML documents, Microsoft Office files, email, and so on. (You can makeit under-
stand other kinds of documents,too,ifyoubuy additional filters made by third-party
software companies.)

 
After indexing your hard drive in this way, XP can pinpoint text or file properties in
seconds. The only downsideis that you sacrifice a few megabytesof disk space to the
hidden “card catalog”

If that’s a tradeoff you're willing to make, you'll definitely enjoy the Windows XP
Indexing Service, as it’s called (just as it was in Windows 2000).

 
 
 
 
  

   

  
 

 Figure 3-19:
JndeningServic 3 Left: To turn on the indexing Service,
‘when: inde open the Search panel and then click

“Change preferences.” On the next
panel, click “With Indexing Service”
(for faster local searches).”

Right: Click “Yes, enable indexing
Seas : Service.” The Indexing Service starts

Can feeandfaldeis = : ‘Hdewnable ti sri and works automaticallyin the
“ background, creatingafile that takes  

Compilersor pean! up about 25 percent as much disk
i Inforinationiin Help and : beychangeIndexingService setting space as the documents it indexes.

me (Givanced) (if tosses out unhelpful words like
‘fou may alsoWant PD More abe ; the, of, and a, and performs other

search the Interret oe See compression tricks to reduce the
oe ~ " indexfile size.)

 
 

 
WINDOWS XP PRO: THE MISSING MANUAL

HP Inc. - Exhibit 1007 - Page 64  



HP Inc. - Exhibit 1007 - Page 65

To index yourfiles, proceed as shown in Figure 1-19.   
Tip: The free Google Desktop Search program, avaliabie at wwwgoogle.com,is a poweriul and mucheasier
to use replacement for beth the regular Windows Search program andthe indexing service, It can even find
words inside your emaii messages, chat-session logs, and Web pages you'vevisited, 

Once the Indexing Service has compieted its analysis of the files on your machine—
which can take many hours-——you dor’t need to do anything special when searching
for words inside your files. Just enjoy the amazing speed with which your Search
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program now rounds upfiles accordingto their contents or properties—and enjoy
thefact that the Indexing Service will continueto keepitself up to date, automatically
indexing any files you create oredit.
 

 
NMoges When Indexing Service is turned on, capitalization doesn’t matter, and Windowsignores short wordslike
of it is, and so on. Note,too, that indexing Service refuses to search folders that belong to other people with
accounts on your PC (unless, of course, they marked those folders as Shared). Chapter 20 has full details.

 Figuye 1-20:
Power users have vast
amounts of control over what

gets cataloged when index-
|ComputerManagement (Loc : “Tales [ekecatalog|1g Service is set loose. This

Gi, Svetem Tools ‘ ; display, for example, offers

 
  

; : Yes and Noindicators regard-
g Removable Storage CrDocuments and Settings}4pplicat... ing which folders have been
soeeee CélGacuments and Settingsy"Local 5. indexed. To get here, chooseServices and Applications ie CABOCLMENTS AND SETTINGSIALLU. No. Start-»Contral Panel»

Administrative ToolsCom-

puier Management. in the list,
click the + buttons to expand

| Services and Applications,
Ed] Properties 4 then Indexing Service, then
pS] Query the Catalog System.

WEE ContratiServices ea C:\Documents and Settings\Chris Olso... YIN...
ge indexing Service

 
Stari—Heip and Suppert

Choosing Start-Help and Support opens the new, improved Windows Help and
Support Center window, which is described in Chapter 4.

Tip: Once again, speed fans have an alternative to using the mouse—just press the F1 key to open the Help
window,

 
 

Start—Control Pane!

This extremely important command opens an extremely important window:the
Control Panel, which houses two dozen programs you'll use to change almost every
important setting on your PC. I’’s so important,in fact, that it gets a chapterofits
own (Chapter 8).
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Start—>Set Program Access and Defaulis

This awkwardly named command appears only if you've installed Service Pack 1 or
2. It’s actually just a shortcut to the Set Program Access and Defaults panel of the
(equally clunkily named) Add or Remove Programs control panel.

Its purposeis to let your specify which program (not necessarily Microsoft’s) you
want to use as your Web browser, email program, instant-messaging program, Java
module, and music player--a choice offered by Microsoft to placate the U.S. Justice
Department. Details are on page 179.

Start—My Network Places

In previous versions of Windows, a My Network Places icon used to appear on ~
everybody's desktop. Of course, for the millions of non-networked PC usersin their
home offices and bedrooms,it never made much sense, In Windows XP Professional,

in fact, My Network Places appears only when your PC joins a network——and then
only in the Start menu. (You can.aiso putits icon on the desktop yourself, as described
on page 22.)

in any case, once it’s there, choosing this command opens the My Network Places
window, which displays icons for the computer, disks and folders other people on
the office network have madeavailable for rummaging. (Much more on this topic
in Chapter 20.)

Stari—My Computer

The My Computer commandis the trunk lid, the doorway to every single shred of
software on your machine. When you choose this command, a window opensta
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' yeveal icons that represent each disk drive (or drive partition) in your machine, as

shown in Figure 1-21.

For example, by double-clicking your hard-drive icon and then the various folders on
it, you can eventually see the icons for every single file and folder on your computer.
(The My Computer icon no longer appears on the desktop—aunless you putit there,
as described on page 22.)

 
 

Tip: You don’t haveto live with “My This, My That” as the names of the important Windowsfolders. You
can easily rename them, as described on page 65, 

 

Figure t-2i:
The iy Computer window is
divided into two sections on

a computer that’s a member
ofa network domain, and
three sections on @ com-

caste. | puter that’s a member of a
“ {ee Laral Bisk (5) | workgroup,

Top: The screen you see
when your computerjoins

s \ | a network domain. At the
yg NS Flenpy (Bs) Di Drie (E83 | top of the screen comes a

| fist of hard drives, followed
bya list of removable-disk
drives. This computer has
one floppy drive, two hard
drives (or one partitioned
hard drive, as described in
Appendix A}. and one CD-
ROM drive. (fF there’s a disk
in the CD-ROM drive, you
get to see its name, notjust
its drive fetter.)

File tdt ‘Yiew Favorites. Toots.

 
evices with Removable Storage
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Bottom: If your computeris
a member of a workgroup,
you see an additional
section at the very top of
the screen, which has an
icon for the My Documents
folder of each person who
has an account on this

computer. When you sefect
a disk icon (on either type
ofcomputer) by clicking i
the Details pane on the left
side of the window displays
its file system, capacity, and
amount offree space.
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Start—My Music, My Pictures
Clearly, Microsoft imagined that most of its Windows XP customers would be multi-
media mavens, decked out with digital cameras and MP3 music players. To hammer
homethe point, it has stocked your My Documents folder with My Pictures and My
Music folders to store digital photos and musicfiles, respectively.

Hf you do indeed have a digital camera or MP3 player (and it’s Windows XP—compat-
ible}, yowll probably find that whatever software came with it automatically dumps
your photos into, and sucks your music files out of, these folders. You'll find much
more on this topic in Chapter 7. 

Fag: |f you don't feel the need to stare at these folder nares in yourStart menu dayafterday,it's easy enough
te gei id of them. Right-click the Start menu;from the shortcut menu, choose Properties.In that dialog box,
click the Start Menutab, click Customize, and then dick the Advanced tab. Now scrolt downin the Start menu

itemslist untii you see My Music or My Pictures. Click “Don’t display this item,” and then click OK. 

Stari—My Recent Documents

You should see the My Recent Documents menu command in your Start menu by
default. If you don’t, you can turn it on using the techniques described in the box
below.

There’s one good reason for turning on this menu: It adds to your Start menu a sub-
menulisting the last 15 documents you've opened. Usinga list of recent documents
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can save you time when you want to reopen something you've worked onrecently,
but you're not in the mood to burrow through folders to findits icon.

Note, however, that:

* Documents appear on the “recently used”list only if your applications are smart
enough to updateit. Most modern programs(includingall Microsoft programs)
perform this administrative task, but notali do.

 
* The Documentslist doesn’t know when you've deleted a document or movedit to

another folder or disk; it continuestolist thefile even afterit’s gone. In that event,
clicking the document’slisting produces only an error message.

  
 

Tip: Of course, there's another easy way to apen a document you've recently worked on. To start, simply
launch the program you used to create it. Many programs maintain a list of recent documents at the bottom
of the File menu; choose ane of these names to open the corresponding file. 

Siari—hiy Documents

This command opens up your My Documents folder, which, until Windows XP,ap-
peared as an icon on your desktop.It’s designed to hold the data files you and your
programs create. ,

 
 Of course, you're welcome to file your documents anywhere on the hard drive, but

most programs propose the My Documents folder as the target location for newly
created documents.

Sticking with that principle makes a lot of sense for three reasons. First, it makes
navigation easy. You never have to wonder where you filed some document,sinceall
your stuff is sitting right there in the My Documents folder. Second, this arrangement
makes backing up easy, in that you can drag the entire My Documents folderright
onto a Zip disk or blank CD.
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Third, remember that Windows XP has been designed from the ground upfor com-
puter sharing. It’s ideal for any situation where different family members, students,
or workers share the same PC. Each person who uses the computer will turn on the
machine to find her own separate, secure set of files, folders, desktop pictures, Web
bookmarks, preference settings—~and My Documentsfolder. (Much more aboutthis
feature in Chapter 20.)
 

Figure f-22:
Top: The only task you can perform on this
first screen is to turn off the new, Windows XP
double-column Start menu design to return fo the
alder, single-column Classic Start menu design of
Windows versions gone by. The goodstuff awaits
when you click the Customize button,

Bottom: Here’s the General tab of the Customize

Start Menu dialog box. (The Clear List button refers
to the lower-left section of the Start menu, which
fists the programs you use most often. Click Clear an
List if vou don’t want fo risk your supervisor com- . a tding bywhile you're up for coffee, and noticing that GD) Startmena ”[Buvtomize. i
your most recently used programsare Tetris Max, iretceseucziaiabeMyst Ill, Tomb Raider, and Quake.) a, Sy,

: Q Classic Start menu
Select this option te use the mien shetar :

* eater versionsis af Windows, - an

©) Small icons

o Praghatss eeeen

! The Stat menu contains shortcuts te the programs you use most often.
i Cleating the list of shortcuts does not delete the programs.

> Mumberof programs on Start menu: r

> Ghoe! on Stark mente oo 
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Customizing the Start Nenu
As millions ofWindows users have demonstrated,it’s perfectly possible to live a long
and happylife without ever tampering with the Start menu. For many people, the
idea of makingit look or work differently comes dangerously close to nerd territory.
(It’s true thatlisting your favorite files there gives you quicker access to them—-but
it’s even easier to use the Quick Launchtoolbar, as described on page 99.)

  
Still, knowing how to manipulate the Start menulistings may come in handy someday,
and provides an interesting glimpse into the way Windows works.
 

Mote: Thanks to the User Accounts feature described in Chapter 17, any changes you make to the Start

menu apply only to you. Each person with an account on this PC has an independent, customized Start
menu. When you sign on to the machine using your name and password, Windows XP joads your custom-
ized Start menu. 

Basic Start Menu Settings
Microsoft offers a fascinating set of customization options for the Start menu.It’s
hard to tell whether these options were selected bya scientific usability study or bya
dartboard, but you're likely to find something that suits you,

:

To view and change the basic options, right-click the Start menu; choose Properties
from the shortcut menu. Now the Taskbar and Start Menu Properties dialog box
opens, as seen in Figure 1-22.

The General tab i
Whenyouclick the Customize button,you see the dialog box shownatright in Figure /
1-22. Here you're offered a random assortmentof Start menu tweaks:

* Select an icon size for programs, Turning on “Small icons”gives you smaller icons
next to the commandsin theleft column of the Start menu. (You alwaysget small i
icons on the right side and in the All Programs menu.) Asa result, the Start menu i
is more compact. Consider converting to small icons as your All Programs menu
gets crowded,
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» Numberofprograms on Start menu. The numberhererefers to the lower-left col-
umn of the Start menu,the onethatlists programs used mostoften. By increasing
this number, you make the Start menu taller—but you ensure that more of your
favorite programsare listed and ready to launch,

» Show on Start menu. Use these checkboxes and drop-down menusto specity
whether or not you want your Web browser and email program listed at the top
of the left-hand Start menu column—andif so, which ones.

The Advanced tab

Microsoft maycall these options Advanced, but they affect the Start menu in some
fairly simple and profound ways.

Figure 1-23:
Top: When “Display as a link”is selected
for Controf Panel, you, like generations of
Windows users before you, can't open a
particular Control Panelprogram directly
from the Start menu. instead, you must
choose Start>Contro! Panel, which opens
the ControlPanel window; now it’s up fo
you to open the program you want.

Bottom: Turning on “Display as ¢ menu”
saves you d step. You now get a submenu
that fists each program in the Control Panef
folder. By clicking one, you can openit di-
rectly, This feature saves you the trouble of
opening a folder window (such as Control
Panel or My Documents), double-click-
ing anicon inside it, and then closing the
window again.
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Here, in fact, is where you'll find the on/off switches for every single command on
the right side of the Start menu, amongother things.

* Open submenus whenI pause on them with my mouse. When this checkboxis
turned on, you don’t actually have to click a submenutoview its options.

+ Highlight newly installed programs. Whenever you (or sometechiein the building)
install a new program into the Start menu,it shows up with orange highlighting
for a few days. The idea,of course,is to grab your attention and make you aware
of your expandedsoftwaresuite. If you could do withoutthis kind of reminder,
then just turn off this checkbox.

° Control Panel, My Computer, My Documents, My Music, My Pictures, Network
Connections. Beneath each of these headings, you'll find three options. The middle
one, “Display as a menu,”is extremely useful. It meansthat instead ofsimplylisting
the nameof a folder (which is what “Display as a link” means), your Start menu
sprouts a submenulisting the contents of that folder, as shown at bottom in Figure
1-23.
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(“Dordisplaythis item,” of course, removesthe folder in question from yourStart
menualtogether. That’s a good point to rememberif you ever set down your PC
and discover that, for exampie, the Control Panel appears to have disappeared.)

°
Enable dragging and dropping. Turningon this checkbox has two benefits. First,it
lets you customize your Start menu just by dragging icons ontoit, as described in
the next section. Second,it lets vou right-click Start menu items, which produces a
useful shortcut menu containing commandslike Rename, Properties, and Remove
from This List. (If this checkbox is turned off, right-clicking Start menu items has
no effect.)

Favorites menu. This option adds a Favorites command to the Start menu that
lists your favorite Websites and icons(files, folders, and so on). Thereafter, you can
use the Start menu to launch Internet Explorer and travel directly to the selected
site.

Help and Support, Run command, Search. These checkboxes govern the appear-
ance of the corresponding commandsin the Start menu. For example,if you've
absorbed the fact that pressingthe Fi key always opens the Windowshelp program,
you may as well reclaim the screen space occupied by this commandin the Start
menu by turningit off here.

Network Connections.Ifyou find yourself switching between different methods of
getting online (or onto a network)—-for example, switching your laptop between
the cable modem when you're at home andits dial-up modem when you're on
the road—-turn on “Display as Connect to menu.” From now on, you'll be able
to switch network connections just by choosing from the submenu in your Start
menu.

a
Printers and Faxes. Turn on this checkbox ifyou'd like your Start menu to provide
direct access to the Printers and Faxes folder, or the icons that appear for each
printer and virtual fax machine you've installed (see Chapter 13).

Scroll Programs. This option changes how the Start->All Programs menu looks
when there are too many programslisted to fit on the screen. Ordinarily whenthis
situation arises, a second All Programs menu appearsto the rightof the first one,
continuing the list. But if you turn on this checkbox,all your programs appear
instead on one massive, scrolling programslist. As you scroll down past the last
visible name, the top of the All Programs menuscrolls off the screen.

Adding Icons te the Start Menu
Usually, when you install a new program,its installer automatically inserts the
program’s name and icon in your Start—>All Programs menu. There may be times,
however, when you want to add something to the Start menu yourself, such as a folder,
document, or even a disk.
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The “free”sections of the Start menu

In the followingpages, you'll read several references to the “free” portions of the Start
menu. These are the two areas that you, the lowly human, are allowed to modify
freely—adding, removing, renaming, or sorting as you see fit:

* The top-left section of the Start menu. This little area lists what Microsoft cails
pinned programs and files—things you use often enough that you wanta fairly
permanentlist of them at your fingertips.

 
° The All Programs menu.This, of course,is the masterlist of programs (and any-

thing else—documents,folders, disks-——you want to see listed).

 
These twolegal areas are highlighted back in Figure 1-4.

 
Figure 1-248:
Top: You can add something
to the top ofyour Start menu
by dragging it (from whatever
folder it’s in) onto the Start
button to open the Start
menu, and then dragging it
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In other words, most of the following techniques don’t work when applied to the
listings in the right column, nor the lower-left quadrant of the Start menu, where
Windows XPlists the programs you use most frequently.

Method 1: Drag an icon directly
Microsoft wouldi’t be Microsoft if it didn’t provide at least 437 different ways to do
this job. Here are three of the world’s favorites:

1. Locate the icon you want to add to your Start menu.

It can be an application (see the box on thefacing page}, a document you've cre-
ated, a folder you frequently access, one of the programs in your Control Panel’s
folder, or even your hard drive or floppy-drive icon. (Adding disks and folders to the
Start menuis especially handy, becauseit lets you dive directly into their contents
without having to drill down through the My Computer window.)
 

Tip: Adding an application name to yourAll Prograrns menu requires that you find the program file, as
described in the box below. To dose,either use the Search command described earlier in this chapter, or use

the Windows Explorer window described in Chapter3. You'll find your program files in the My Computer—>
Local Disk (C:)—>Program Files folder. 

2. Dragit directly onto the Start button.

If you release the mouse now, Windows adds the nameofthe icon you've just
dragged to the bottom ofthelist at the top-left section of the menu (Figure 1-24,
right).

Butif “Enable dragging and dropping”is turned on,as described in the previous
section, you're free to drop it wherever you want among the itemslisted in the
top-left section of the menu (Figure 1-24,left).
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 Similarly, if you drag to the Start button and then onto the All Programs com-
mand withoutreleasing the mouse,you can placeit exactly where you want in the
Start-->All Programs menu.  

Tip: After making a messof your Start—>Ail Programs menu by draggingicons onte ii, you may want to
restore some order—specifically, alphabetical. That's easy: Just right-click anywhere on the openAll Programs
menu and choose Sort By Name from the shortcut menu.

Two Start Menu folders:

Agcesmaics
#2) Adkalttyethe Toots

vee

sh Eg Chris Glen
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Deskton
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fly Goouments
Stark Merny

Method 2: Use the Add Listing Wizard

¥
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Open Offre Document |
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Figure 1-25;
Left: Whatyou see in the
Start—»All Programs menu
is. a composed of the
shortcuts in two Start Menu

folders, as shown cirded
here in Windows Explorer.
Note the two different Start

Menu folders, as indicated
by the arrows: one for All
Users, and one for only
you.

Right: Anything you place
directly into one of these
Start Menu folders (as
opposedto inside the
Programs folder) appears
above the horizontalline

in the StartAll Programs
menu.

If you've placed your Start menu into the single-column Classic mode, the same
drag-and-drop routine works for adding new programs. But you can also use one
of Microsoft's wizards for the same purpose. Right-click the Start button; choose
Properties from the shortcut menu; and click Customize to view the Add, Remove,
and Sort buttonsavailable to you there,

Method 3: Use the Start Menu folders

Windows XP builds the All Programs menu by consulting the contents of twocriti-
cal folders:

* Documents and Settings—All Users—Start Menu—>Programsfolder, This folder
contains shortcuts for programsthat are available to everybody who has an account
on your mache (Chapter 17).

* Documents and Settings—[Your Name|—>Start Menu->Programsfolder. In
this folder, you'll find shortcuts for the programs that you have addedto the Start
menu-—and they appear only when you have logged into the machine.
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Figure 1-25 shows you these two locations in Windows Explorer.  In other words, instead ofthe fancy icon-adding wizards and drag-and-drop schemes
describedearlier, you may prefer to fine-tune your Start menu the low-tech way. Just
open the relevant Start Menufolder. (Right-click the Start button; from the shortcut
menu, choose either Open All Users [to view thelist of programs for the masses]
ot Open [to see the list of your personal programs.]) You can add shortcut icons
to, remove them from, or rename them in your Start—>Aill Programs menu just by
manipulating the shortcuts in this folder.

Removing Icons from the Start Menu
Whenit comes time to prune an overgrown Start menu,there are three differentsets
of instructions, depending on which section of the Start menu needs purging.

* The lower-left section. Right-click the item you've targeted for extinction, and
then choose “Remove from This List” from the shortcut menu.

¢ The right-hand column.Right-click the Start button; choose Properties from the
shortcut menu; click Customize; click the Advancedtab, scroll down, and turn off

the checkboxesfor the items you want expunged.

Node: If you're using the Classic Start menu view,right-click the Start bution; choose Properties; click Custom-
ize: and then turn off the checkboxes in the “Advanced Start menu options”list box. 

° The “free” areas. (This means the upper-left section and the All Programslist.) !
You can ditch items from these areas just by dragging them off the menu—onto |
the desktop, for example, or even directly onto the Recycle Bin icon. 4

Or, if you prefer, just right-click thefile, folder, program, or disk name in the All
Programs menu, and then choose Delete from the shortcut menu. It disappears
instantly. To remove items from the upper-left section, right-click on the item, and
then choose “Remove from This List” from the shortcut menu.

In both cases, you're only deleting the shortcut that appears on the menu. Deleting
items from the Start menu doesn’t actually uninstall any software.

Renaming Start Menu lems
Not many people are aware that they can change the Fisher-Price naming conventions
of Windows (My Documents, My Pictures, My First Operating System...).

In fact, you can renameanything you choose in the Start menu—andnotjust in the free
areas. Click the Start menu to openit, right-click the command you want to rename,
and choose Renamefrom the shortcut menu. The nameof the command—even My
Documents or My Computer-~sproutsalittle editing box. Type the new name and
then press Enter.

Reorganizing the Start Menu
To changethe order oflistings in the “free” portions of the Start menu, just drag the
commands up and down the lists as you see fit. As you drag an iter, a black line ap-
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 pears to show youtheresulting location of your dragging action. Release the mouse

when the black line is where you wantthe relocated icon to appear.
 

Tip: f you change your mind while you're dragging, press the Esc key to leave everything asit was. 
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Figewe 9-26:
Some Programs menu items have
submenu folders and sub-submenu

folders. As you move through the
layers, you're performing an action
known as “drilling down.” You'll see
this phrase often in manuals and
computer books—for example, “Drill
down to the Calculator fo crunch a
few quick numbers.”
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You can drag program namesfrom the lower-left section ofthe Start menu, too—but
only into one of the “free”areas.

Add folders to hoid submenus

Start menu listings accompanied bya right-facing triangle arrow represent folders.
For example,clicking Start—Al Programs—Games reveals a submenuthatlists all
the games that come with Windows(see Figure 1-26).

Withoutthese folders consolidating the All Programs menu,you'd need oneof those
very expensive 95-inch monitorsto see the entire Hist of applications. Fortunately, you
can create Programs menufolders of your own and steck them with whatever icons
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you like. For instance, you may want to create a folder for CD-ROM-based games,
eliminating those longlists from the All Programs menu.

 

To add a folder to the All Programs menu,follow these steps:

1. Open the Start menu. Right-click All Programs. From the shertcut menu, choose
Explore.

The subfolders you are about to create in the All Programs menu will show up
only whenyouare logged on.(Ifyou want to make a change thataffects everybody
with an account on this computer, choose Explore All Users from the shortcut
meni instead.}

Figure F-27:
The listings on the All Programs menu
appearin the right pane. Notice that
someof the items have folder icons;

these are the folders that holdsub- _ a iy Computer
menus. Ifyou click Programs(in the left > a on oepy ca) ;
pane} before creating the new folder, i , é@9Internet Explorer
you'll create a folder within the body ~ ie? Outlook Express
of the All Programslist. To add a folder “ gis Remote Assistance

whose name willappear above theline te Bp shorn ta Smagit3zARS Windows Media Player
aWindows Messenger

in the All Programs menu, click Start
Menu (in the left pane) before creating
a new folder. 5) Desktop

Chris Clsan

i-zy Cookies

Start Menu

(2 Prograinsg Accessories
7) New Folder
ea Starbup

 
In any case, the Start Menu Explorer window appears. 

2. Click the Programsfolder.

Its contents are listed in the right pane, as shown in Figure 1-27.

3, Choose File->New—Folder.

Or, if your right mouse button hasn’t been getting enough exercise, right-click
a blank spot in the right pane, and then choose New->Folder from the shortcut
menu.

4, When the new folder item appears, type a folder name and then press Enter.

Close the Start Menu window,ifyou like.

 

CHAPTER li THE DESKTOP AND START MENU notes : G?

HP Inc. - Exhibit1007 - Page 81



HP Inc. - Exhibit 1007 - Page 82

 

 

 
 

Your new folder appears at the bottom ofthe Start»AH Programs menu.Feel free to
drag your new folder up or down on the menu.

Now you can put your favorite file, folder, disk, or application icons info this new
folder. To do so, drag an icon onto the Start—All Programs menu,aid then, without
releasing the mouse, onto the new folder/submenu youcreated. Of course, the first
time you do this, your newly created folder submenujust says “Empty”; drag the icon
onto that “Empty”notation to install it into your submenu. Then drag as many other
icons as you like into this new folder.

You can even create folders within folders in your Start—All Programs menu.Just
repeat the instructions given earlier—but following step 2, click the + sign next tc
the first folder you added. Then continue with step 3.
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Findows got its name from the rectangles on the screen—the windows—
where every computeractivity takes place. You look at a Web page in a
window, type into a window, read email in a window, and lookat the

contents ofa folder in a window—sometimesall at once. But as you create morefiles,
stash them in more folders, and launch more programs,it’s easy to wind up paralyzed
before a screen awash with cluttered, overlapping rectangles.

Fortunately, Windows is crawling with icons, buttons, and other inventionsto help
you keep these windows under control.

Windows in Windows

There are two categories of windows in Windows:

° Desktop windows. These windows, sometimes called Windows Explorer windows,
include the windowsthat open when you double-click a disk or folder icon. This
is where you organize yourfiles and programs.

° Application windows. These are the windows where you do your work—in Word
ot Internet Explorer, for example.

Nonetheless, all windows have certain components in commen(see Figure 2-1).

* Title bar. This top strip displays the name of the window. Dragit like a handle
when you want to move the window onthe screen.
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* Minimize button. Click this box to temporarily hide a window,shrinking it down
into the form of a button on your taskbar (page 92). You can open it again by
clicking that button. Keyboard shortcut: Press Alt+Space bar, then N.

» Maximize button.Click this button to enlarge the window so thatit fills the screen,
gluing its edges to the screen borders. At this point, the maximize button turns
into a restore down button (whose icon shows two overlapping rectangles), which
you can click to return the window to its previous size. Keyboard shortcut: Press
Alt+Spacebar, then X.

 
 

 
Fags You can also maximize or restore a window by double-clickingits title bar.

 

Minimize=Maximize Close  Pagure 2-1;
Control menu Title bar =Menubar Toolbar—button button butten Alf windaws have the same

basic ingredients, making it
easy to become an expert
in window manipula-
tion. This figure shows a
desktop window—a disk or
folder—but you'll encounter

Fite and Fulder Ta : the same elements in ap-
plication windows.

  
Helpful Travel Information3fe Lone
 

Task pane Border Scroll bar

 
* Close button. Click the X button to close the window. Keyboard shortcut: Press

Altt+F4,

* Menu bar. Click a menutitle (such as File or Edit) to open a menu,revealinga list
of commands available for that menu in this window. Kevboard shortcuts: Press
Alt+(underlined letter in menu], or press F10 to activate the menu barin the active
window and then press the underlinedletter, 

* Toolbar. Some windows offer rows of one-click shortcut buttons as equivalents
for the menu commands that Microsoft thinks you'll use frequently. (More on
toolbarsat the end ofthis chapter.)
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° Scroll bar. A scroll bar appears on the right side or bottom of the window if the
windowisn’t large enoughto showall its contents (as described in the box at the
bottom ofthis page).

 
° Address bar. This bar lets you type in a Web address or the address of a folder on

your PC; when youpress Enter orclick Go,that Web page (ora list of the contents |
ofthat folder) appears.

 
_¢ Controlicon. The icon next to thetitle is actually a menu that offers commands for

sizing, moving, andclosing the window. You can double-click it to close a window. tf
Otherwise,i's not very useful, because its commands duplicate the other doodads i
described here. 4

 
« Borders, You can change the size of a window by dragging these edges. Position ;

your pointer over any border until the pointer turns into a double-headed arrow. ;
Then drag inward or outward to reshape the window. (To resize a full-screen 1
window,click the restore down buttonfirst.) i

 
 

Fi: You can resize a windowin both dimensionsat oncejust by dragging oneof its corners. The diagonally
striped ribs at the lower-right corner may suggest that it’s the only comer you can drag, but it's not, all four
corners work the same way,

 
 

The Task Pane

At the left side of every desktop windowis a special, independent blue panel. For
novices in particular,it’s one of the most useful new features in Windows XP.  
The programmers at Microsoft were clearly frustrated at having built so many interest-
ing features into Windowsthat nobody knew existed. Most ofthese features appeared
onlywhen youright-clicked something—a folder,file, or whatever. But by Microsoft's
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research,as many as 75 percent ofWindowsusers never right-click anything. They've
been missing out on all of these features.

The idea behind the task pane, therefore, is to unearth thelist of features that once
lurked (and still lurk} inside shortcut menus, The contents of this blue panel change
depending on the kind of window you're viewing (Figure 2-2), but the ideais always
the same: to wavea franticlittle softwareflag in front ofyoureyes,so that you'll notice
someof the possibilities that are only a click away.

 
 

In a standard desktop window, for example, the task pane lists frequently sought
cornmands like “Make a new folder,’ “Publish this folder to the Web,” and “Share this
 

Bs Figure 2-2:
Fike and Faker Tastes = 3 The task pane is divided

into functional blocks:

tasks at top, places below
that, file and folder infa
below that. if the pane
becomes too fong, you
can eifher use the scroll

: bar or collapse sections of
. the pane by clicking thea

round buttons.

SU
Middle; When you click a
fife. you get ifs specs or a
preview ofits contents, !

Right: Depending on the
folder template you've
chosen, you may get
picture- or music-specific
tasks,
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folder” (with other people on your office network). Below thatlist of File and Folder
Tasks is a box (Other Places) that offers one-click links to frequently accessed loca-
tions on your PC: My Computer, My NetworkPlaces, and so on,

Finally, at the bottom of every desktop task paneis a Details area. If you clickafile
icon, this panel displaysits size, name, type, modification date, and (if it's a picture)
dimensions.If you click a disk icon, you're able to see how full it is and how much
it holds. If you select several icons at once, this panel shows you the sum oftheir file
sizes—a great feature when you're burning a CD, for example, and don’t want to
exceed the 650 MBlimit.

Depending on the template that’s been applied to a folder (page 79), you may also
see special multimedia task links: “View as a slideshow” and “Printthis picture” for
graphicsfiles, “Play All” and “Shop for music online” for music folders, and so on.
(Chapter 7 details these topics.)

The Explorer Bar
The new task pane occupies the spaceat theleft side of a window,exactly where the
Explorer bar appeared in previous versions ofWindows.

But the Explorerbaris still available. By using the View>Explorer Bar command,
you can make the task pane disappear, to be replaced by your choiceofthe following
kinds of information:

° Search. By choosing View+Explorer BarSearch,you bring up the Windows XP
Search program described in Chapter 1. Keyboard shortcut: Ctrl+E, or F3.

¢ Favorites. As you might guess,this list offers quick access to your “bookmarked”
Websites from Internet Explorer. But it can also list folder windows, documents,
and other icons to which you'd like easy access, (You can also access your Favorites
from the Start menu.) Keyboard shortcut: Ctrl+L

To add a certain window tothis listMy Documents, for example—open it on
the screen and then choose FavoritesAddto Favorites (or press AIt+A, A). Name
the window,if you like, and then click OK.

Or, to add an icon(file, folder, disk) to the list of Favorites, just drag it directly
into the Favorites bar. Now it’s listed in your Favorites menu and in your Favorites
bar.

* Media. This panel, new in WindowsXP,offers a set of controls for playing music
CDs, musicfiles, and movie files, right there in your folder window. Of course,
Windows Media Player (Chapter 7) is the galactic headquarters for this kind of
task, Butif you just want to play an MP3file as background music for your work,
this is a great shortcut (see Figure 2-3).

° History. This panel works exactly like the one in a Web browser, in that it shows
youalist of Web sites you've recently visited, sorted by the date of the visit (“2
Weeks Ago,” for example). Keyboard shortcut: Ctrl+H.
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¥¥p: Many people miss the fact that the History pane!also contains a handy recent-decuments tracker, one
that’s ever: more complete and permanent than the My Recent Documents folder described on page 55.
To see the list of documents you've recently opened—including your ownfiles, Help files, and so on—just
click he My Computer icon in the history list, (If you opened a document on another machine across the
network, click its narne instead.)

Figure 2-3:
The controls here represent the
“front end”for playing video
clips, audio CDs, and sound
files. Don't miss the double-
down-arrowcircle buttons,
which take you directly to the
Web sites where you can find

Lite Gray Box music, video, or even radio
Inte the Night } stations to play. The little
I wanna Mold Your Hand “Detach palette”button in the

@ElBeethoven's Symphony Alo. 3. upper-right corner turns this
panelinto a floating palette
that you can park anywhere on
the screen.

Mowies

Song scroll bar

Stop

Play/Pause

Previous track/ Volume Detach palette
Next Track (fer CDs} 

¢ Folders. Choosing View—>Explorer Bar—Folders (or simply clicking the Folders
button on the standard window toolbar} opens the Windows Explorer—like folder
tree that’s described on page 112,

* Tip of the Day. This option actually has nothing to do with theleft-side panel of
a window.Instead, it opens a new strip at the bottom of the window,displaying a
useful tip or trick for using Windows. (Any other Explorer bar panel you've opened
at the left side of the windowstays right whereit is.)

* Discuss. This option is worthless unless an administrator has set up a SharePoint
Portal Server (a corporate software kit that permits chat sessions among employ-
ees). If so, you can use this panel to control which discussion group you sign up
for, or to insert fragments of your chat into a document you're working on.
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Sizing, Moving, and Clesing Windows
Any Windows window can cycle amongthree altered states:

* Maximized meansthat the window fills the screen.Its edges are glued to the bound-
aries of your monitor, and you can’t see anything behindit. It expandsto this size
when you click its maximize button (see Figure 2-1)—an ideal arrangement when
you're surfing the Web or working on a documentfor hoursata stretch, since the
largest possible window meanstheleast possible scroiling.
 

Fig: When a window is maximized, you can restore it (as described below) by pressing Alt+Space bar,
then R. 

* When you click a window’s minimize button (Figure 2-1), the window disappears.
Ithasn’t actually closed, however;it’s simply reincarnated as a button on the taskbar
at the bottom ofthe screen. You can bring the window backbyclickingthis taskbar
button, which bears the window’s name. Minimizing a windowis a great tactic
when you want to see what’s in the window behindit.

> A restored window is neither maximized nor minimized.It’s a loose cannon,

floating around on your screen as an independent rectangle. Becauseits edges
aren't attachedto the walls of your monitor, you can makeit any size you like by
draggingits borders.
 

Yip: Double-clickingthe title bar alternates a window between its maximized (full-screen) and restored
conditions. 

Moving a window
Moving a window is easy—just drag thetitle bar.

Most of the time, you move a windowtoget it out of the way when you're trying to
see what's behind it. However, moving windowsaroundis also handy if you're mov-
ing or copying data between programs, or movingor copyingfiles between drives or
folders, as shown in Figure 2-4.

Closing a window
You can close a window in any of the following ways:

+ Click the close button (the X in the upper-right corner).

* Press Alt+F4,

* Double-click the Control icon in the upper-left corner.

* Single-click the Controlicon in the upper-left corner, and then choose Close from
the menu.

° Right-click the window’s taskbar button, and then choose Close from the shortcut
menu.
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* In desktop windows, choose File~»Close.

» Quit the program you're using,log off, or shut down the PC. 

Be careful: In many programs, including Internet Explorer, closing the windowalso
quits the program entirely. 
 

Tip: If you see twoXbuttonsin the upper-right comer of your screen, then you're probably using a program
like Microsoft Word.It's what Microsoft calls an MDI, or multiple documentinterface program (see page 76).
it gives you a window within a window. The outer window represents the application itself; the inner one
represents the particular document you're working on.

if you want to close one documentbefore working on another,be carefulto click the inner Close button,Clicking
the outer one exits the application entirely. If you have multiple documents open within one application, you
can close the active document by pressing Ctrl4+F4, The program may ask if you want to save the dacument
beiore casing it, but nothing is certain, so get in the habit of pressing Ctrl+S before you press Cirl+F4,

Figure 2-42
Creating two restored (free-
floating) windows Is a conve-
nientpreparation for copying
information between them.

fon Make both windows small and
aand Fitness Tracking. put them side-by-side, scroll if

[eensowt i Be e necessary, and then drag sore
tesamt ooo iT Congrass Corporate highlightedmaterial from one
iGiew Weleets Phone fst plums into the other. This works either

pos . _ ie with icons in desktop windows
[ glste'ctmmna = chen : (top) or text in Microsoft Word

se i (bottom). if you press Ctrl as
you drag text in this way, you
copythe originalpassage
instead ofmovingit.

&)

a
Great Sentences to Use!

Prograrnmiors twist themselves into
kriots trying to avoid pronoun, but Feebie minds finish last.
there's simply ne elegant way to do

it, Bometimas pid give up and just
ronsonetertralontndatrta

fat first you don’t succeed, road the directions.

oaPISOaR astMortunately for them,
God put p¥hnouns on this earth for
reasanytrying to write error mersag: . .
that nevar refer to either you of the Bmweld.
computer is ike trying to write a :
hovel without ever tising the letter E,SOT

Pat
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Working with Mu‘tiple Windows
Manypeople routinely keep fourorfive programs open at once, like a calendar, word
processor, Web browser, and email program. Others {computer book authors,for ex-
ample) regularlywork in just one program,but have several document windows open
at once, representing several chapters. Clearly, learning how to manage and navigate
a flurry of overlapping windowsis an essential Windows survival skill.

 

Active and inactive windows
When you have multiple windows open on your screen, only one windowis active,
which means the following:

° It’s in the foreground,in front of all other windows.

» It’s the windowthat“hears” your keystrokes and mouseclicks.

+ Thetitle bar is vivid blue and the background(inactive) windowtitle bars are a
lighter, more faded blue. (You can changethis color scheme,as described on page
270.)

Of course, just because a window is in the background doesn’t mean that it can’t
continue with whatever assignment you gave it—printing, downloading email, and
so on. If a background program needs to pass a message to you (such as an error
message), it automatically pops to the foreground, becoming the active program.
Whenyou respond to the message (usually by clicking OK), Windows XP sends the
program back to the background.  

Tip: To activate a background window,click anywhereonit.If other windows are covering up the background
window, click its name on the taskbar (described in the next section}.

You can also rotate through all the open windows and programsby pressingAlt+Tab. A little panel appears in
the center of your screen, filled with the icons of open folders and programs; each press of Alt+Tab highlights
the next in sequence. (Alt+Shif+Tab moves you one backward through the sequence.) Uponreleasing the
keys, you jumpto the highlighted window,as thoughit’s a high-tech game of Duck Duck Goose. 

Of course, you won't become a true Zen master of window juggling until you've ex-
plored the multiple-window commandcenter itself—the taskbar (see page 92).

The Desktop Window Overhaul
Windows’ windowslookjust fine straight from the factory:all the edgesare straight,
and the text is perfectly legible.Still, if youre goingto stare at this computer screen
for half of your waking hours, you may as well investigate some of the ways these
windowscanbe enhancedforbetter looks andgreaterefficiency. Asit turns out, there’s
no end to the tweaks Microsoft lets you perform.
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icon and List Views

You can view the files and folders in a desktop window in any of several ways: as
small icons, jumbo icons, a tidy list, and so on. Each window remembersits own
view settings.

To changethe view of a particular open window,chooseone ofthese commands from
its View menu (or from thelittle i icon on the toolbar): Filmstrip, Thumbnails,
Tiles, icons, List, or Details. Figure 2-5 illustrates each of these options.

Someof these views are new in Windows XP. Filmstrip view, for example, is a home
run for anyone with a digital camera or scanner. It turns the folder window into a
slide show machine, complete with Next and Previous buttons beneath an enlarged
picture, as well as buttons that rotate the image on the screen. (You get this view
automatically when you open your My Pictures folder.)

Figewre 2-5:
The new Filmstrip view
(upperlefi) creates a slide
show right in the folder
window, Thambnatis view

(upperright} is also good
: for phofos—or anyone who

septs eee would like a larger target for
: clicking each icon. (Tip: ifyou

press Shift as you switch to
Thumbnails view, you hide
the file names. Doit again to
Bring the names back.)

Ea os Rests oO aE . os in the new files view (middle
left), your icons appear

a a HE) =|—at standardsize, sorted
wefan “Se 4 alphabeticallyinto vertical
a) 5 a 4 colurmns—with name andfile

Fagiebin Heiss Satay Aerie Gale |—detailsjust to the right. icons
(@ = =) =) ay | view (middle right) sorts the

coktcnd SE ebnpand Him tavange arce icons horizentally in rows,
Suey Seen Binet Wy Sar displaying only their names,

The List view (lower left}
packs, by far, the mostfiles
into the space of a window.
Beiails view (lower right) is

o colaeme? the same as List view, except
hie acnetedeg Sloorefteoe! Wat "eect for the additional columns ofGaafurs ond Gazant PTEB Miorgsyth Weta Dpogrert, ARHa

fGrtat Sottatees to Lie #icrosaft Wosd Dooorent 43308, 4 information that reveal theHoluful Sawok evbespare),2 Jintosabs Word Dittieere, igen « .

oisJourSeen Pinnaved onset size, the icon type. and theBiare's cgende Slab beret Word borurant . *

gremnce Shor 2B MIM Boosnect ae date and time the ifem wasLeaver Areemanta et stouscit Weed Ineuttent sree = “pe
iy ihe 20 a Bat THE Mount ¥eed Donment ce lasé modified.AGF pew Wiekgets BERK tocssit PowerMpih Gecentgtlon BAUR

Writers rent SOB Sugegsft Waid Doagment NeMzOeEt)seistiee dopa @IKB sin bkide Word Deserertt dinwece.
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Fip: |n Filmstrip view, try right-clicking inside the large image of your photo, The resulting shoricut menu
offers a numberofveryuseful options, inciuding Rotate commands, “Set as Desktop Background,” and “Send
To” (which lets you fire the picture off to somebody by email}.

As a message maytell you, rotating certain pictures may force Windows to recammpress them, sometimes
reducingthe quality by a fractional amount. in general, the quality loss isn't visibie to the eye, but if you're
concerned, duplicate the file to preserve the original before rotating. 

Changing the sorting order
Windows XP starts out arranging the icons alphabetically in two different groups.
Folders comefirst, followed by thelist of loosefiles in a second group.

But you don’t haveto be content with an alphabetical list. WindowsXP is wildly flex-
ible in this regard,letting you sort a window’s contents in any of 32 ways.

To changethe sorting criterion, choose View—ArrangeIcons By, and then choose
from the drop-down menu. Thesorting possibilities listed here depend on which
columns youve madevisible in Details view (described in the next section). Generally,
though,you'll find these options:

v What kind of jokist da pou want?
* Lise this falder type as 3 template:

[Bocuments(ior aryfletel

. best and
tdusic Grtist [hast lar works by one artist}
Music Album [best for tacks Ram one bum}

: [ides
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* Namearrangesthefiles alphabetically.

° Type arranges the files in the window alphabetically by file type, such as Word
documents, applications, JPEG files, and so on. (Technically, yowre sortingfiles
bytheir filenameextensions [see page 169].)

 
° Size arrangesfiles by size, smallestfirst. (Folders are unaffected; Windows never

showsyouthesizes offoldersin its list views.) In the My Computer window,this
option says Total Size and lists your disks by their capacity.

 

*
Free Spaceis an option only in the My Computer window. Needlesstosay, it shows
you how much spaceis left on each of your disks.

 

@
Show in Groupsis a fascinating enhancement in Windows XP. In any view except
Filmstrip and List, it superimposes headings on your sortedlist of icons, making
the window look like an index (see Figure 2-6). Whensorting thelist by size, for
example, the headings say Tiny, Small, Medium, and Folders. When sorting by
modified date, you see headings called Yesterday, Last week, Earlier this month,
and so on.It’s an inspired idea that makes it much easier to hunt down specific
icons in crowded folders.

Aute Arrange, available only in Icon andTile views,isr’t actually a sorting method,
it’s a straightening-up method.It rearranges the icons so they're equally spaced
and neat. (You can use this command on the desktop, too, which is one way to
avoid CWDS[Cluttered Windows Desktop Syndrome].)

 

Figure 2-6:
Show in Groupsis a useful new
view option (available in aff

: views exceptFilmstrip and List}
tle anid Fabler Tasi that superimposes a set of “fil-

eee : ing tabs” on any window, with
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: size, name, type, and so on. Its
SONS Meerasote Wed Document perfect for scanning a crowded
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sacred Biosar the Couch folders and disks arelisted in
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+ Align to Grid is slighily different. Whereas Auto Arrange always keeps icons or
tiles in a tight, equally spaced clump,Align to Grid snaps dragged iconsinto posi-
tion against an invisible underlying grid, even if they’re scattered across the broad
space of an open window (instead of clustered together in the upper-left corner),
In other words,this feature is generally useful only when Auto Arrange is turned
off.
 

NMofe: You can’t reverse the sort order of your icons (from Z to A, for example), except in Details view,
described next.  

Manipulating the Details view
You gotta love Details view. Clearly, Microsoft does: it’s endowed Details view with
much more flexibility and power than the otherviews.

First, there’s the obvious advantage ofbeing able to see the size anddate ofthe objects
in neat columns, as shown in Figure 2-5. Second, you can sort the contents byfile size,
type, or date simply by clicking the appropriate column heading.

Tp: If you click the same column heading again, the sorting orderis reversed. For instance,clicking the Date
Modified coiumn once places yourfiles into cidest-files-first sequence: a second click puts the newest file
first. A smail arrow on the column heading points up or downto indicate the orderof the sort. (This doesn't
workif “Arrange in Groups”is tumed on.)

Third, you can rearrange the column sequence just by dragging their headings hori-
zontally.

Finally, you can manipulate the columnsin a numberof ways:

 
* To add more colummsto the window,providing even more information about each

icon,right-click any column heading and choose column namesfrom theresulting
drop-down menu. As you'll quickly discover, many of these column headings are
useful only in folders that contain certain kindsoffiles—Date Picture Taken is for
digital photos, Album Title is for music files, and so on.

* For even more control over the columns, choose View->Choose Details to open
the dialog box shown in Figure 2-7. Turn on the checkboxes beside the columns
you want. You can even determine their sequence just by clicking a column name,
and then clicking Move Up or Move Down (although, as noted above, it’s much
easier to drag the column headings in the window yourself).

 

 
* Once you've opened the Choose Details window,you could change the width of a

column by editing the numberat the bottom in the “Width ofselected colamn (in
pixels)” text box—butthat’s for geeks. [t’s much more natural to adjust column
widths just by dragging the vertical divider bar (between column headings) from
side to side.
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Ed] Date Modtied
»| E] Date Created

| EJ Date Accessed
=F] Attributes

Author

 

 
i

Tip:When adjusting the width of a column, here’s a technique that’s even belter than dragging. Double-click
ihe divider between one column nameand the next. Doing so automatically expands the colurnn to a width
that’s precisely wide enoughto reveal the widest item in that column (exactly as in Microsoft Excel). 

 

Figure 2-7:
The range ofinformation you can displayin the window is
robust enough to satisfy even the terminally curious. Some
of the characteristics listed here are for specific types offiles.
For example, you won't need a column for Audio Formations
in a folder that holds word processing documents.  

4. Cancel... &

Standard Folder Views

Nowthatyou've twiddled and tweaked your system windowsinto a perfectly efficient
configuration, you needn’t go through the same exercises for each folder. Windows
XP can immortalize your changes as the standardsetting for all your windows.

Choose ToolsFolder Options—Viewtab.Click the Applyto All Folders button. When
Windows XP asks whether you're sure you know what you're doing,click Yes.

At this point,all ofyour disk and folder windows open up with the same view,sorting
method, and so on. You're still free to override those standard settings on a window-
by-window basis, however.

And if you change your mind again, seeking to makeall ofyour maverick folder win-
dows snap back into line with the standardsettings, choose Tools—>Folder Options
View tab and click the Reset All Folders button.

 

WINDOWS XP PRO: THE MISSING MANUAL

HP Inc. - Exhibit 1007 - Page 96

 



HP Inc. - Exhibit 1007 - Page 97

 

 

Uni-Window vs. Multi-Window

Whenyou double-click a folder, Windowscan react in one of two ways:

+ It can open anewwindow. Now you've got two windows onthe screen, overlapping
each other. Moving or copying an icon from one into the otheris a piece ofcake.
Troubleis, if your double-clicking craze continues much longer, your screen will
eventually be overrun with windowsthat you must painstakingly close again.

° It can replace the original window with a new one. This only-one-window-at-all-
times behavior keeps your desktop from becoming crowded with windows.Ifyou
need to return to the previous window,the Back button takes you there. Of course,
youll have a harder time dragging icons between windowsusingthis ethod.

‘To specify your preference, choose Tools—Folder Options-—->Generai tab in any desktop
window.In the resulting dialog box, click “Open each folder in the same window”or
“Open each folder in its own window,’as you like. Then click OK.

Tig: You can can reverse this setting on a case-by-case basis by pressing Crl as you double-click. If you've
selected “in the same window,” for example, Ctrl-double-clicking opens a falder inte its own window.

The “Folder Options” Options
Ifyou choose Tools—>Folder Options from any folder window and then click the View
tab (see Figure 2-8}, you see an array of optionsthat affectall of the folder windows
on your PC, When assessing the impact of these controls, “earth-shattering”isn’t the
adjective that springs to mind. Still, you mayfind a few of them useful.

Here are the functions of the various checkboxes:
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Advanced sattn
 

 

_ b@lHideextensions for knownIle Iypes

» Automatically search for network folders and printers. When you turn on this
checkbox, Windows explores your network every few seconds in hopes of detect-
ing shared folders and network printers that recently have been turned onor off.
‘That way, your Network Places and Printers windowswill be up to date when you
open them,

 
 

|
Figure 2-8:
Some of the options in this list are contained
within tiny folder icons. Double-click one of these
icons to expandthelist and reveal the options
within it. For example, you won't see the “Do not
show hidden files and folders” option until you
have expanded the “Hidden files and folders”
folder icon.

 You can apply the view (such as Details o1 Ties] that i
you are using for this folder to all folders. :

eset All Folders 
 

Applyto All Fokders | 

 les and F
Automatically search for network folders and printers
Display file size information in folder tips
Display simple folder view in Explorer's Folders list

{1 Display the contents of system folders
[|] Display the full path in the address bar
7) Display the full path in the tle bat
FP] Do nat cache thumbnails
iy Hidden flee and tolders

& Do not show hiddenfiles and folders
©} Show hidden files and folders

 
 

 
 

+ Display file size information in folder tips. A folder tip is a rectangular balloon
that appears when youpoint to a folder—alittle yellow box that tells you what's
in that folder and how bigit is on the disk. (It appears only ifyou've turned on the
“Show pop-up description” checkbox described below.) Talk about tweaky: you
turn off this checkbox if you want to see the description but notthe size.

* Display simple folder view in Explorer’s Folderslist. When you've turned onthis
option,clicking a folder in Windows Explorer (page 112) expandsits listing, show-
ing youits contents.It also simultaneously closes any other folder you've previously
expanded.(Turningoff this option also adds dotted lines that help you see which
folders sprang forth from which otherfolders in the “tree.”)

- Display the contents of system folders. When you open certain windows that
“belong” to Windows XP itself—the Windowsfolder or Program Files folder,
for exarmple—you see nothing but an enormous, full-window message thatsays,
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“These files are hidden.” Microsoft grew weary of answering tech-supportcalls
from clueless or mischievous customers who bad movedor deleted critical system
files from these folders, rendering their PCs crippied or useless. The company
concluded that the simplest preventive measure would be to make them invisible
ithe files, not the PCs).

This checkbox is responsible for that safety feature. If you consider yourself a
cool customer when it comes to power-user techniqueslike fooling around with
important Windowsfolders, you can turn this box on. You won’t see that “These
files are hidden” message any more. (Of course, even if this checkbox is turned
off, you canstill view the hidden files by clicking the “Show the contentsof this
folder”link in the task pane of any such window.)

* Display the full path in the address bar. This option displays your window’sfull
folder path in the Address bar(if it’s showing)—-for example, C:\Documents and
Settings\Chris\My Documents\Bills—instead of only the folder’s name (Bills).
Turning this option on ensures that you won't get confused on a hard drive that
contains two identically namedfolders. Seeing the path can be useful when you're
not sure which disk a folder is on. (See page 35 for more on folder paths.)

* Display the full path in thetitle bar. Sameidea, but this time the path of the open
folder or file shows up in the title bar of the window. Unfortunately, you also
get the full path in the window’s taskbar button—or more specifically, the first
couple words of the path, which usuaily aren’t helpful. In thatcase, just point to
the taskbar button to see the rest of the pathname appear in a tooltip (if “Show
pop-up description”is turned on,as described on page 87).

* Do not cache thumbnails. This option refers to the new Thumbnails view, a
window view that’s primarily useful for looking at folders full of pictures. When
Windowscaches such images, it memorizes the little pictures that constitute your
thumbnails, so that they'll appear faster the next time you open the window. You
save a tiny bit of memory by turning on this checkbox,but you'll wait a lot longer
every time you open a folder whose contents are in Thumbnails view.

* Hidden files and folders; Hide protected operating system files (Recommended).-
As noted above, Windows XP hidescertain files and information that, ifdeleted or

changed by mistake, could cause you hours of troubleshootinggriefby damaging
the operating system or your programs. (Certain files and folders rernain hidden
even if you have turned on “Display the contents of System folders.) Yes, Big
Brother is watching you, but he meanswell.

By changingthese settings, you, the confident power user, can make the hidden
files and folders appear(they'll show up with dimmedicons, as though to reinforce
their delicate nature}. But youll have the smoothest possible computing career if
you leave these options untouched.

* Hide extensionsforknown file types. Windows XP normally hidesthe three-letter
filename extension on standard files and docurnents (Wordfiles, graphicsfiles, and
0 on), in an effort to make Windows seem less technical and intimidating. Your
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files wind up named Groceries and Frank instead of Groceries.doc and Frank.
IPS

Power users often make these extensions reappear by turning off this option;see
page 169 for more on this topic.

Launch folder windows in a separate process. This geekily worded setting opens
each folder into a different chunk of memory (RAM). In certain rare situations,
this largely obsolete arrangement is more stable—butit slightly slows down your
machine and unnecessarily uses memory.

Managingpairs ofWeb pages and folders. For some reason,this new Windows XP
option showsup onlyifyou've also installed Microsoft Office. This feature affects
Web pagesthatyou save to your hard drive (by choosing,in Internet Explorer, File->
Save As, and then choosingthe “Web Page, Complete” option in the “Save as type”
drop-down list}. For such a tiny feature, quite a bit of explanation is required.

When saving a Web page in this way, you generallywind up with two separate icons
on your desktop: an HTML documentthat contains the Web page's code (and the
wordson the page), plus a similarly namedfolderfull of the graphics (andscripts)
that appeared on that page.

The “Show and managethe pair asa singlefile” option hereis a strange butuseful
one. It means that whenever you moveordelete one of these two icons (the HTML
document and the graphics folder), the other one automatically accompaniesit.
The idea, of course, is to help you avoid breaking the connection between these
items—for example, leaving the graphics behind when you copythetext file to
anotherdisk.

Ifyou turn on “Show both parts and manage them individually,” of course, Win-
dows doesn’t preserve any such link, If you drag or delete the text file, you leave
behind the graphics folder.

(Thestrangest option in all of WindowsXPis the final one, “Show both parts but
manage asa singlefile.” It produces exactly the same effect as “Show and manage
the pair as a single file” Go figure.}

Remember each folder’s view settings. Ordinarily, every folder and disk window
memorizes its own view setting {the sorting order, plus the view setting, like List
or Details) independently.

Butifyou turn offthis checkbox, each folder inherits the view setting of the win-
dow it’s in, If you open My Documents,for example, and switchit to Tiles view,
all the folders inside it will open into Tiles view windows, too. Furthermore,if
you change one of those inner folders to Details view, for example,it won'tstick.
Instead, it will switch right back to Tiles the next time you openit. 

Tip: A reminder: You can set your PC to employ the sameview setting all the time (Details view, for example)
by tuming onthis option andthen using the Apply to Al! Folders button described on page 82.
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* Restore previous folder windowsat logon. Every time youlogoff the computer,
Windowsforgets which windowswere open. That’s a distinct bummer, especially
ifyou tend to work out ofyour My Documents window, whichyou must therefore
manually reopen every time youfire up the old PC.

Hf youturn onthis useful checkbox,then each time you log on, Windows XPwill
automaticallypresent you with whichever windowswere open whenyoulast logged
off.

Show Control Panel in My Computer. Turn on this checkbox if you'dlike to see
a Control Panel icon in the My Computer window, as in previous versions of
Windows.

Show encrypted or compressed NTFSfiles in color. This feature won’t make much
sense until you've read page 472, which explains how Windows XP Professional
can encodeyour files for security, and page 467, which explains howWindows XP
{any version) can compact yourfiles to use less disk space.

This option turns the namesofaffected icons green and blue,respectively, so that
you can spot them at a glance. On the other hand, encrypted or compressedfiles
and folders operate quite normally, immediately converting back to human form
when double-clicked. In other words, knowing which ones have been affected isn’t
particularly valuable. Turn off this box to make them lookjustlike any otherfiles
and folders.

> Show pop-up description for folder and desktop items. Hyou point to (but don’t
click} an icon, a taskbar button, a found item in the Search program, or whatever,
you get a pop-up tooltip—afloating yellow label that helps identify what you're
pointing to. If you find these tooltips distracting, turn off this checkbox.

» Use simplefile sharing, See page 591for details on this simplified, butnot especially
secure, file-sharing system.
 

Mote: The changes you makein the Folder Optionssettings are global; they affect aif desktop windows.  

imaow Teolbars

On the dayit’s born, every Windows XP desktop window hasa standardtoolbar across
the top (see Figure 2-9). A toolbaris simply a strip of one-click buttons like Back,
Forward, Search, and so on,

 

But by choosing ViewToolbars, or right-clicking a blank spot on a toolbar and
pointing to Toolbars on the shortcut menu, you can add or hide whichever toolbars
you like, on a window-by-windowbasis. Three different toolbars are available from
the View menu: Standard Buttons, Address Bar, and Links,
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Tip: As anyone in the U.S. Justice Departmentcould probably tell you, the Internet Explorer Web browser is
deeply embedded in Windowsitself, These window toolbars are perfect examples: They appear not only in
desktop windows but also in internet Explorer when you're browsing the Web. In fact, you'll probably find
¢hem even more useful when you're browsing the Web than when browsing your deskiop folders. 

The Standard Buttons Teolbar
This toolbar helps you navigate your desktop (or the Web). The desktop version
contains buttonslike these:

> Back, Forward. On the Web,these buttonslet you return to Web pages you'vejust
seen. At the desktop, they display the contentsof a disk or folder you've just seen.If
you're using one-window-at-a-time mode (see “Uni-Window vs. Multi-Window”
on page 83), these buttonsare your sole meansof getting aroundas you burrow
through yourfolders.
 

Fip: |n both Internet Explorer and at the desktop, you can click thetiny down-pointing biack triangle on the
Back or Forward button to see a drop-down menuof every Web page (or desktop window)youvisited on
your way fo your current position. Similarly, if you point to one of these butions without clicking, a tooitip
indicates which Website or folder you'll go to if you click. 

  

 
  
 

Figure 2-8:
Top: The three basic
toolbars that you can sum-
mon independently for any
desktop window—and alse
in Internet Explorer.

Bottom: By dragging the
verticalleft-side handle of a
toolbar, you can make the
displays more compact by
placing twe or more bars

{an the same row. You can

"Favorites: even drag one right up into
search: Sicdere the menu bar, as shown

here, to save additional
vertical space.

 
_

° Up. This button, short for “up a level,” displays the contents of the folder that
contains the one you're examining. If youre looking at the contents of, say, the
Idaho folder,clicking this button would open the USAfolderthat containsit.

* Search, Opensthe Search panel described on page 37. Keyboard shortcut: F3.
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¢ Folders. Hides or shows the master map of disks and folders at the left side of
the window, re-creating the two-panel Windows Explorer navigational display
described in the next chapter.

° Views. Opensashort menulisting the different window views: Tiles, Thumbnails,
Details, and so on. (In other words, it duplicates the View menu on the menubar.}
For details on these views, see page 78.

These are just the buttons that Microsoft proposes. You're free to add any of several
other buttons to the toolbar or delete ones you never use. You can also change the
size of these buttons—a useful feature, considering that the factory settings provide
fairly porky icons with both pictures andtext labels.

To begin the customizing process, right-click a blank spot on the toolbar. Choose
Customize from the shortcut menu to open the Customize Toolbar dialog box (Fig-
ure 2-10).

 Figure 2-30:
The Customize Toolbar

dialog box opens in
front of the window you
were viewing, So you
can see the relationship
between the window

and the dialog box
settings. For instance,
notice that the right
paneof the dialog box
fists the current toolbar

butions; the top-fo-bot-
tom listing matches the
left-to-right arrange-
mentof the toolbar en

the window. The Separa-
toris the thin vertical
line on the toolbar.

iii:
{ii"
tite] Full Screen
|

a

To remove a button from thetoolbar, click its name in the right pane and then
click Remove.

To move a button left or right on the toolbar, just drag its name up or down the
right-sidelist. (Ignore the Move Up and Move Down buttons; they're for suckers
who don’t know aboutthe draggingtrick.)

‘To add a button to the toolbar,click it in the left pane and then click Add.

Here are someofthe mostuseful buttonsin theleft-sidelist, for your toolbar-adding
consideration, Properties saves you a right-click whenever you want to examine
an icon’s Properties dialog box, Full Screen expands the windowtofill the entire
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monitor, in the process replacing all of the toolbars with a single, tiny-iconned
controlstrip at the very top of the screen), To recover from Full Screen view,click
the (shrunken) Full Screen icon a second time.

Finally, Folder Options opensthedialog box illustrated in Figure 2-8, saving youa
couple of menu clicks. This is a great button to have available if you find yourself
wanting to make the task pane (page 71) appear and disappear often.

To add a separator(a vertical divider line) between buttons, click Separator in the
left pane and then click Add. Use the Move Up and Move Down buttonsat the
right of the dialog box to position it.

Each button’s text label generally appears to the right of its button instead of
underneath, thanks to the Text Options“Selective text on right”setting. (As is
implied by the name, Windows doesn’t put a label next to every icon—just the
onesit likes.) If you prefer, you can choose “Showtext labels” (which displays the
labels underneath the icon buttons), or for the maximum space savings, “No text
labels,” from this drop-down menu.(There’s no wayto display only labels without
the pictures.)

+ To put the standard jumbo Windows XPtoolbar buttons ona little diet, choose
Icon Options—“Small icons.”

> To return everything to its Windows XP factory settings, click Reset.

Click Close when you're finished customizing the Standard toolbar.

The Address Bar

In a Web browser, the Address bar is where you type the addresses of the Web sites
you wantto visit. At the desktop, the Address bar obeys your commandsin all kinds
of ways. Here’s what you can type there (pressing Enter afterward):

> A Web address. You can leaveoff the hitp:// portion. Just type the body of the
Web address, such as www.sory.com, into this strip. When you click Go or press
Enter, the icons in your desktop window are replaced by the actual Web page you
specified. Suddenly you're in Internet Explorer,
 

Fig: By pressing Ctr+Enter, you can surround whatever you've just typed into the Address bar with
http. and .com. See Chapter 11 for even mere typing shortcuts along these lines.

« A search phrase. If you type sometext into this strip that isn’t obviously a Web
address, Windows assumes that you're telling it, “Go online and search for this
phrase.” From here, it works exactly as though you've used the Internet search
feature described on page 49.

» A folder name. You can also type one of several important folder names into this
strip, such as My Computer, My Documents, My Music, and so on. When you click
Go or press Enter, that particular folder window opens.
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Fig: Thelittle dowr-arrow bution at the right end of the Address bar is very useful, too, # offers a list of
the primarylocations on your PC (My Computer, My Documents, your hard drives, and so on) for instant
location-umping. 

* A program or path name.In these regards,the Address bar worksjustlike the Run
command described on page 33.

In each case, as soon as you begin to type, a drop-downlist of recently visited Web
sites,files, or folders appears below the Address bar. Windows XP is trying to save you
some typing. If you see what you're lookingfor, click it with the mouse,or press the
down arrow key to highlight the one you want and then press Enter.
 

Fi: You don't really need thelittie Go button; pressing Enter ts muchfaster. if you agree, nght-click the
Go button and then choose Go Button from the shortcut menu (so that the checkmark disappears), thus
removingit altogether. 

The Links Toolbar

Atfirst glance, you might assumethat the purposeof this toolbaris to provide links
to your favorite Websites. And sure enough,that’s whatit’s for—when you're using
Internet Explorer.

Althoughfew realize it, you can drag any icon atall onto the toolbar—iiles,folders,
disks, programs, or whatever-——-to turn them into one-click buttons. In short, think
of the Links toolbar as a miniature Start menu for places and things you use most
often. You can see desktop folders and documenisinstalled there, for example, in
Figure 2-9.

 
To add your own icons,just drag them from the desktop or any folder window di-
rectly onto the toolbar, at any time. Here are a few possibilities, just to get your juices
flowing:

° Install toolbar iconsofthe three or four programsyouuse the most (or a few docu-
ments you work on every day). Sure, the Start menu can also serve this purpose,
but only the Links toolbar keeps their names in view.

* Install toolbar icons for shared folders on the network. This arrangement saves
several steps when you want to connect to them.

> Install toolbar icons of Websites you visit often, so that you can jumpdirectly to
them when yousit down in front of your PC each morning.

You can drag these links around on the toolbarto put them into a different order, or
remove a link by dragging it away——directly into the Recycle Bin,ifyou like. (They're
only shortcuts; you're not actually deleting anything important.) To rename something
here—-a goodidea, since horizontal space in this location is so precious—right-click
it and choose Rename from the shortcut menu.

 

 CHAPTER 2! WINDOWS, FOLDERS, AND THE TASKBAR : 34

HP Inc. - Exhibit 1007 - Page 105 



HP Inc. - Exhibit 1007 - Page 106

 

 
 

Tip: When you're viewing a Web page, dragging a Weblink from this toolbardirectly into the Address bar
takes you to that particular Web page. But when you're viewing a folder window, dragging one of these
Weblinksto the Address bar creates~in whatever desktop window is open~an /nternef shortcut file. When
double-cicked, this special document connects to the Internet and opensthe specified Web page.  

Tre Taskbar

The permanent bluestripe across the bottom of your screen is the taskbar, one of
the most prominent and important elements of the Windowsinterface (see Figure
2-11).
  

 
Quick Launch Window buttons Notification

teoibar area

Figure B-TES
i i; When you see nothing but

| MICTOSCOPIC ICONS, point| ! without clicking fo view an
identifying tooltip.

 

 

The taskbar has several segments, each dedicated to an important function.Its right
end,the notification area, containslittle status icons that display the time, whether
or notyou're online, whether or not your laptop’s plugged in, and so on. The main
portion of the taskbar, of course, helps you keep your open windows and programs
under control, You can even dress up your taskbar with additional little segments
called toolbars, as described in the following pages.

This section covers each of these features in turn.

The Notification Area

In Windows XP, Microsoft has chosen a new namefor the area formerly known as
the tray (the group oftiny iconsat the right end of the taskbar): the notification area.
(Whyuse one syllable when eight will do?)

The purpose is much the same: to give you quick accessto little status indicators and
pop-up menus that control yarious functions of your PC. Manya softwareinstaller
inserts its own little icon into this area: fax software, virus software, palmtop syn-
chronization software, and so on.
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Tip: Tofigure out what an icon represents, point to it withoutclicking so that a tooltip appears. To access the
controls that accompanyit, try both left-cicking and right-clicking the tiny icon. Often, each click produces a
different pop-up menufilled with useful controls.

 
 iu

i

Despite the expansion of its name, you'll probably discover that this area is much i
smaller than it used to be. On a new PC, for example, you mayfind little more than 4
the currenttime.
 

Tip: By double-clicking the time display, you open the Date and Time Central Panel program. And if you
point to the time without clicking, a tooltip appearsto tell you the day of the week and today’s date. 

That’s because Microsoft's XP anti-clutter campaign reached a fever pitch when it came
to this component of the operating system. The designers of Windows had noticed
that software companies large and small had been indiscriminately dumpinglittle
icons into this area, sometimes for prestige more than utility.

Therefore, Microsoft laid down two policies concerningthis critical piece of screen
real estate:

° Even Microsoft’s own usual junk—-the speaker icon for volumecontrol, the display
icon for changing screen resolution, the battery icon for laptops, and so on—is
absent on a fresh XP installation. If you want to add these controls to the notifica- |
tion area, you must doit yourself, using the corresponding Control Panelprograms
as described in Chapter8.

* Notification area icons that you don’t use often will be summarily hidden after a
couple of weeks, See Figure 2-12 for details.

Figure 2-92: Click here
ifyou see a < button, Windowsis telling you thatit has hid-
den some ofyour notification-area icons, Click this button to
expand the notification area, bringing all of the hidden icons
 

into view (botfom). 
  

Window Buttons

Every time you open a window, whetherat the desktop or in one of your programs,
the taskbar sprouts a button bearing that window’s name and icon. Buttons makeit
easy to switch between open programs and windows:Just click one to bringits as-
sociated windowinto the foreground, even if it has been minimized.

The taskbaris the antidote for COWS(Chattered Overlapping Window Syndrome).
In fact, if you work with a lot of windows, you'll run smack into one of the biggest
and mostvisible changes in Windows XP: taskbar button groups.
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In the old days, openinga lot ofwindows might produce therelatively useless display
of truncated buttons,as illustrated in Figure 2-13. Not only are the buttons too nar-
row to read the namesof the windows,but the buttons appear in chronological order,
not software-program order.

The newWindows taskbar does two things that no Windowstaskbar has donebefore.
First, when conditions become crowded, it automatically groups the names of open
windowsinto a single menu that sprouts from the corresponding program button,
as shown at bottom in Figure 2-13. Click the taskbar button bearing the program’s
name to produce a pop-up menuof the window names. Now you can jump directly
to the one you want.
 

Figure 2-83:
Top: The old taskbar wasn't
much help in managing @
bunch of windows.

iMiddle: Nowadays, a crowded
taskbar combinesits butions.

RE : Bottom left: Click one of these
tle Harizontaty | bution groups io see the list of

in i windowsit’s conceafing. Bot-
tom right: Right-cick fo operate
on aif windows at once.
 

Second, even when there is plenty of room, Windows XP aligns the buttons into
horizontal groups by program. So you'll see all the Word-document buttons appear,
followed byall the Excel-documentbuttons, and so on.

LastHotiyme: January 28.088.Salely Rerave Hawdeare

Pina Piatt retys naa Hide eaten insctivn
LocaLirea Comection A netwa.. Hide when inactive
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 Despite these dramatic changes, most of the following time-honored basicsstill
apply:

» To bring a window to the foreground, makingit the active window,click its button
on the taskbar, (If clicking a button doesn’t bring a window forward,it’s because
Windowshas combined several open windowsinto a single button.Justclick the
corresponding program's button as thoughit’s a menu, and then choosethespecific
window you wantfrom the resulting list, as shown in Figure 2-13.)

* To hide an active windowthat’s before you on the screen, clickits taskbar button—a
great feature that a lot of PC fans miss. (To hide a background window,click its
taskbar button twice: once to bring the window forward, again to hideit.)

* To minimize, maximize,restore, or close a window,even if you can’t see it on the
screen, right-click its button on the taskbar and choose the appropriate command
from the shortcut menu (Figure 2-13, bottom). It’s a real timesaver to close a
window withoutfirst bringing it into the foreground.(Youcanstiil right-click a
window's name when it appears in one of the consolidated taskbar menus de-
scribed earlier.)

* To arrangeall visible windowsin an overlapping pattern as shown in Figure 2-14,
right-click a blank spot on the taskbar and choose Cascade Windows from the
shortcut menu.

* To arrange all non-minimized windowsin neatlittle boxes, each getting an equal
rectangular chunk ofyour screen,right-click a blank spot on the taskbar and choose
Tile WindowsVertically or Tile Windows Horizontally from the shortcut menu.

Figure 2-24:
When you've cascaded
your windows, click
any title bar to bring its
window to the foreground.
After you've clicked a few
title bars and worked in

several windows, you'll
need to choose Cas-

cade Windows again to i. ae -
rearrangeailyour open ce = & 8) #) gfBREE petures «congress©Carperate|Pawarde Brioe Plot fisoles for Cathy Fung dueeetote ist op Mesnages:
windows. (By right-clicking | ; tS — es
a consolidated taskbar digs *) @) @) # 8) &) 2) #3Gekand—Gookart Geek Heine Travah tow CArtenge Aes agus Korey LimtoeFire... Calagt Sentences. Tnfermatee| My savan Ter Pgpesarss:button, you can cascade
only the windows ofone 3 ae Sela eg of Se # es ew
program. Ifyou want to fan dgimaine Weuleaen Fr Sen co Mesias emmthe Fem quel
cascade ali windows of

all programs, righi-click a
blankpart ofthe taskbar.)

Mars
Letdicape 
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+ To minimizeall the windows in onefell swoop, right-click a blank spot on the
taskbar and choose Show the Desktop from the shortcut menu—orjust press the
Windowslogo key+D.
 

Tip:When the taskbaris crowded with buttons, it may not be easy to find a blank spot to click, Usually there’s
a little gap near the right end. You can makeit easierto find some blank space by enlarging the taskbar, as
described on the facing page.

 
  

* If you change your mind, the taskbar shortcut menu always includes an Undo
commandfor the last taskbar command you invoked. (Its wording changes to
reflect your most recent action—“Undo Minimize All” for example.)

« To close the windows from different programsall at once, Ctrl-click their taskbar
buttonsto select them. Then right-click the last one you clicked, and choose Close
Group from the shortcut menu.

The Quick Launch Toolbar
At the left end of the taskbar—just to the right of the Start button—is a handful of
tiny, unlabeled icons. Thisis the Quick Launch toolbar, one of the most useful features
in Windows.See page 99 for details on this and other toolbars.

Customizing the Taskbar
You're not stuck with the taskbar exactly as it came from Microsoft. You can resize
it, moveit, or hide it completely. Most people don’t bother, but it’s always good to
know what options you have.

 

Moving the taskbar
You can move the taskbar to the top of your monitor,or,if youre a true rebel, to
either side. 

 

  

 
 

To doso,first ensure that the toolbarisn’t locked (which meansthat you can’t move
orresize the taskbar—oranyofits toolbars,for that matter). Right-click a blank spot
on the taskbar to producethe taskbar shortcut menu,If“Lockthe taskbar”is checked,
select it to make the checkmark disappear.
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Nowyou can drag the taskbar to any edge ofthe screen,using any blank spot in the
central section as a handle. Release the mouse when the taskbar leaps to the edge
you've indicated with the cursor.

When the taskbar is on theleft or right edge of the screen, Windows XP widensit
automatically so that you can read the button names, which remain horizontal. (Er-
gonomic studies have indicated that keeping your neck bent at a 90 degree angle to
read vertical buttons isn’t sc hot for your spine.)
 

Tip: No matter which edge of the screen holds your taskbar, your programsare generally smart enough to
adjust their own windowsas necessary. in other words, your Word documentwill shift sideways so thatif
doesn’t overlap the taskbar that you've dragged te the side of the screen.  

Resizing the taskbar
Even with the new button-grouping feature, the taskbar can still accumulate a lot
of buttons andicons. Asa result, you may wantto enlarge the taskbar to see what’s
what.

Begin by makingsure that the taskbarisn’t locked, as described earlier, Then position
your pointer on the inside edgeofthe taskbar(the edge closest to the desktop). When
the pointer turns into a double-headed arrow, drag toward the desktop (to enlarge
the taskbar) or toward the edge of your monitor (to minimizeit).
 

Nofe: If you're resizing a taskbarthat’s on the topor bottom of thescreen, the taskbar automatically changes
its size in full taskbar-height increments. You can’t fine-tune the height; you can only doubleortripleit, for
example,

If t's on theleft or right edge of your screen, however, you can resize the taskbar freely.  

Kiding the taskbar
If you're working on a smallish monitor, you maywish that the taskbar would make
itself scarce now and then—like when you're working on a word processing or Web
page documentthat needsevery pixel of space you can get.

Fortunately, it’s easy to make the taskbar hideitself until you needit. Start by right-
clicking a blank spot on the taskbar, and then choose Properties from the shortcut
menu. The Taskbar and Start Menu Properties dialog box appears, offering these
options:

* Keep the taskbar on top of other windows. This option—the factory setting—per-
mits no other window to cover up the taskbar. Your program windows automati-
cally shrink as necessary to accommodate the taskbar’s screen bulk, Cf you turn
off this option,full-screen application windows overlap the taskbar.)
 

Fip: lo openthe taskbar whenit’s not visible, just press Ctr-+Ese, or press the Windows logo key on your
keyboard.
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* Auto-hide the taskbar, This feature makes the taskbar disappear whenever you're

not using it—a clever way to devote your entire screen te application windows,
and yet have the taskbar at your cursor tip when needed.

Whenthisfeature is turned on,the taskbar disappears whenever youclick elsewhere,
or whenever your cursor moves away from it. Only a thin blueline at the edge of
the screen indicates that you have a taskbarat all. As soon as your pointer moves
close to thatline, the taskbar joyfully springs back into view.

Hiding the taskber manually
When, on some random Tuesday, you decide to get the taskbar out of your hair
temporarily—when reading a vast spreadsheet, for example—don’t bother with the
checkboxes described in the previous paragraphs. There’s a quicker way to hide the
taskbar: just drag it forcibly off the screen. Point to the inside edge of the taskbar, so
that your cursor becomes a double-headed arrow, before dragging down.

Once again,a thin blue line represents the hidden edge. You can grab that line like a
handle to pull the taskbar back onto the screen when you wantit.

Taskbar Teelbars

‘Taskbartoolbars are separate, recessed-looking areas on the taskbar thatoffer special-
function features. You can build your own toolbar, for example, stocked with docu-
ments related to a single project. (Somewhere in America, there’s a self-help group
for people who spend entirely teo much timefiddling with this kind ofthing.)
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To make a toolbar appearor disappear, right-click a blank spot on the taskbar and
choose from the Toolbars shortcut menu (Figure 2-15). The ones with checkmarks
are visible now; select one to make the toolbar (and checkmark) disappear.

Ouick Launch Toolbar
The Quick Launch toolbar, once you’ve madeit appear,is fantastically useful. In fact,
in sheer convenience, it puts the Start menu to shame.It contains icons for functions
that Microsoft assumes you'll use most often. They include:

* Show Desktop, a one-click way to minimize (hide) all the windowson your screen
to make your desktop visible. Don’t forget aboutthisbutton the next time you need
to burrow through somefolders, put something in the Recycle Bin, or perform
someother activity in your desktop folders. Keyboard shortcut: Windows key+D,

° Launch Internet Explorer Browser, for one-click access to the Web browser in-
cluded with Windows XP.

* Windows Media Player, for one-click access to the music and movie player included
with Windows XP (see Chapter 7).

The buttonsdetailed above are only hints of this toolbar’s power, however. What makes
it great is how easyitis to add your own icons—particularly those you use frequently.
There's no faster or easier way to open them (no matter what massofcluttered windows
is on your screen), since the taskbardisplays yourfavorite iconsatall times.

 
 Figure 2-15:

Top: Make toolbars appear
by right-clicking a blank area
on the taskbar, if you can
find one.

 
  

  
 Bottom: Toolbars eat inte your

taskbar space. so use them Lock thefastber
sparingly. ifyou've addedioo === Pronertieg
many icons to the toolbar, a
>> bution appears atits right
end. Click it to exposealist of
the commands or icons that hyCemputer
didn’t fit My etaioek Plates §Renyele Bit ,

Internat Explorer
Sobes ta Sel *
Sanne Pictures
Notas
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To add an icontothis toolbar, simply dragit there, as shown in Figure 2-16. To remove
an icon,just dragit off the toolbar—directly onto the Recycle Bin,ifyou like. (You're
not actually removing any software from your computer.) Ifyou think you'll somehow
survive without using Windows Media Player each day, for example, removeit from
the Quick Launch toolbar.
  

Figure 2-16:
You can add almost any kind oficon (an ap-
plication, document file, disk, folder, Control
Panel, or whatever) fo the Quick Launch
toolbarjust by draggingit there (top); a thick
vertical bar shows you where itll appear.
The only challenge is to find the folder that
houses the icon you wantte add. Iit’s an ap-
plication, see page 63for hints on finding the
actual icon of the program in question.  

Desktop Toolbar
The Desktop toolbar offers quick access to whichever iconsaresitting on your desk-
top—Windows Media Player, Word,andso on.This toolbar also provides quick ac-
cess to icons that used to appear automatically on previous versions ofWindows: My
computer, My Network Places, My Documents, Recycle Bin, and Internet Explorer.

Whenitfirst appears, the Desktop toolbar may take the form of a >> button at the
right end of the taskbar. The buttonis actually a pop-up menuthatlists your desktop
stuff. This could be useful if your screen becomesfilled with windows,thus obscut-
ing the desktop.

Address Toolbar, Links Toolbar
These toolbars are exactly the same as the window toolbars described on page 90-—ex-
cept that they appear in the taskbaratall times, instead of in desktop windows.

Language Bar Toolbar
The floating Language bar, shown in Figure 2-17, automatically appears on your
computer's desktop and in the Toolbars menu when youinstall either of two com-
ponents:

° Text services. That’s Microsoft’s catch-all phrase for certain text-related add-on
software programs: a second keyboardlayout, handwriting recognition, speech
recognition, or an Input Method Editor (IME), which is a system that lets you
input for example, Asian language characters with a standard 101-key keyboard.

* Another language.As described in Appendix A,you caninstall multiple inputlan-
guages on your computer and, using the Language bar, switch between them when
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the moodstrikes. The language for the operating system doesn’t change—only
what characters appear onscreen when you type.

The buttons and optionsavailable on the Language bar depend on whichtext services
you've installed end whatapplication you're using. Microsoft Excel 2002 accepts speech
recognition,for example, but Notepad doesn’t.

Right-clicking the Language bar displays a shortcut menu where you can changeits
settings (see Figure 2-17). The shortcut menu lets you minimize the Language bar

 
 

(Figure 2-17), make it transparent, shorten the bar by hidingits text labels, and so
on, Only twoofthese optionsaren’t self-explanatory:

« Additional icons in taskbar. When you minimize the Language bar, the taskbar
shows only the icon for the language you're currently using (like EN for English,
as shown in Figure 2-17.) If you'd like to run the Language bar minimized with
all ofthe installed text-service icons at your disposal, turn on this option and then
minimize. Now you can click the text-service icons on the taskbar.

Settings. This option opens the Text Services and Input Languages dialog box,
shown in Figure 2-17.In this dialog box, you select the installed input language you
want to use when you boot up your computer, the text services that you prefer for
eachinstalled input language, and the Advanced keystroke settings for switching
between input languages. For example, you can assign Left Alt+Shift+E to change
to English (United States).

Figure 2-17:
Top left: The floating Language bar.
Right-clicking this toolbar displays its
shortcut menu.

Middle lett: The shoricut menu for

the Language barlets you change
Language bar settings, such as
fransparency, vertical (orientation),
and minimize.

 Bottom Left: When you minimize the
Language bar, itshrinks down fo the
taskbar for easier access.

 Right: The Text Services and input
Languages dialog box appears when
you select Settings from the shortcut
menu, Here you can change the cur-

“rent input language, set hot keys for
:~ fanguage switching, and so an.

 

 Redesigning Your Toolbars

 

tees
Transparency

Tv! Text Labels
+ Mertinal

Additional eons i taskbar

Siose the Language her

Restere Hution
 

Delavtirpad language: an sues .
Sutact one of the inetaled input languages to uee when gou stat powSOmpaler, : 

“Irvtatied sepdaepe mee
Sadact the services that you want le sack input language chet i te “aqlist Use the Ade and Remave buttons to sods thie fist

1” ae Keyboardi = kkh
iE Enolish {United States}
i 9B Keyboard+ US.

Io change the look of a toolbar, unlock the taskbar (using its shortcut menu), and
then right-click any blank spot within the toolbar.(If the taskbarisn’t unlocked, you
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